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Chapter 1
Introduction

This manual provides instructions on how CJA attorneys will be notified of CJA Appointments and how CJA
practioners need to process CJA forms. Besides the payment request, this manual will also provide information as to
other CJA forms such as the CJA 21 — Pre- Authorization, CJA 24 — Transcript Requests, and CJA xx. The court will
begin to accept electronic filings for criminal cases on December 5, 2005. When this begins, a new process will also
be implemented to process CJA forms.

1.1 Brief ECF System Overview

Registered users with a compatible web browser and access to the Internet can perform the following functions,
twenty-four hours a day, seven days a week:

¢ View or download the most recent version of the ECF User Manual and Electronic Case Filing Procedures;

¢ Self-train on the court’s ECF tutorial including information about Adobe PDF files;

e Practice entering documents into the ECF using the court’s “training” database;

¢ Electronically transmit a document to the clerk’s office in civil cases without incurring additional filing costs;

¢ View official docket sheets and other documents associated with these docket sheets, including immediate
viewing of a document just submitted to the court;

e Compile and view various reports for cases on the court’s docket;

e Query case information; and,

e Update and maintain user accounts.

1.2 Contacts

e For assistance in CJA processing, payments, and procedures, call Nancy Rutledge on 303-335-2139 or
Stephanie Matlock on 303-335-2011.

e For assistance in using ECF, including technical difficulties, call the Court’'s Help Desk toll free at 866-365-
6381 or 303-335-2050 between the hours of 8:00 a.m. and 5:00 p.m. Mountain Time, Monday through Friday,
excluding federal holidays. The Help Desk may also be contacted by e-mail at
cod cmecf@cod.uscourts.gov.

1.3 Software and Processing Requirements

In order for this process to work effectively, you need to have the following software:

Word or WordPerfect

Excel

PDF conversion software

E-mail software that will receive and send attachments.

rwNPE

1.4 CJA Forms and Process

This manual will discuss the following forms and processes:

The CJA Appointment and notification (CJA Form 20 or CJA From 30)
Form 20/30 CJA 21/31 Payment request and submission

Form 21 — Pre-Authorization

Form 24 — Transcript Request.

Eal
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Chapter 2
CJA Appointment

2.1 CJA Appointment and Notification

Frame 2.1-1 The appointment.

After an attorney accepts a CJA appointment, the CJA appointee should use
their CJA PACER account to log in and view/download indictment and any
other pertinent documents.

Note: If the appointment is made to a case prior to December 5, 2005, contact
the CJA staff for assistance.

Frame 2.1-2 NEF Notification of appointment from the court

emnecfhelpdesk(o) Mo 205 Acumtvu!Case lliUS-cr-UeillU[]-EWNUSAv. (uark et al "CJA
toduscourts.gov 20- Appoinfent

L L1114 a1 L1141

Date:Mon, 14 Mov 2005 07:43:18 -0700 (M3T) Add Addresses

From: cmecthelpdesk @cod uscourts gov
To: Courtmail@actzel actz. uscourts. gow
Subject: Activity in Case 1:05-cr-04000-E'WIT USA v Quack et al "CJA 20 - Appointment”

***NOTE TO PUBLIC ACCESS USERS*** You may view the filed documents once without charge. To avoid later charges,
download a copy of each document during this first viewing.

U.8. District Court [TRATIV]
District of Colorado [TRATIN]

Motice of Electronic Filing

The following transaction was recerved from yee, entered on 11/14/2005 at 7:43 AN MST and filed on 11/14/200
Case Name: TUSA v Quack et al
Case Number: 1:05-cr-4000

Filer:

Document Num| @

Docket Text:

CTA 20 as to Joe Quack: Appointment of Attorney Pamela Mackey for Joe Cuack. . Signed by Judge Edward W Nottingham on 11/14/05.
(yee,)

The following document(s) are associated with this transaction:

e Once the judge/magistrate judge
enters an order appointing a CJA
attorney, the CJA Form 20 is
docketed by court personnel and a
PDF copy of the CJA Form 20 is
entered into CM/ECF.

e The appointed CJA attorney is
added to the case, linked to the
respective defendant in the case,
and the attorney will receive a
Notice of Electronic Filing (NEF).

Once the CJA attorney receives
the NEF e-mail, he/she may click
on the document number “link”
in the e-mail and view the CJA
Form 20.

e NOTE: The PDF copy of the CJA
Form 20 reflects the appointment
of counsel for the defendant in the
case. Print and save the PDF
document for payment requests.
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Frame 2.1-3 Viewing the PDF CJA 20 form

LR s By
WIT:'M'(B&' L |j,ir'3 95% - @

o When the attorney receives the e-
0o mail notification of activity, he/she
can click on the document
number link to display the PDF
document.

BT

£ No current selection |2

Case 1:05-cr-04000-EWN  Document 6-1  Filed 11/14/2005 Page 1of 1

CJA 20 APPOINTMENT OF AND AUTHOR =
1. CIR/DIST./ DIV. CODE | 2. PERSON REPRESENTED | VOUCHER NUMBER

¢ When viewing the PDF document

|| [Rocrizuez, Muia | ~ from CM/ECF, note the header
3. MAG. DKT/DEF. NUMBER 4 DT Di’lf.;:_‘ gmg\a 3. APPEALS DKT/DEF. NUMBER & OTEER DKT. NUMBER stamp that is displayed with the
7 TN CASEMATTER OF (Caze Name) § PAYMENT CATEGORY 9 TYPE PERSON REPRESENTED 10 REPRESENTATION TYPE PDF document. The header
x [ Felony = [Petty Offense | x | Adult Defendant | o | Appellant [ Sse Fnsiruerions]
USA. v Rodignez = ot e Dneale el Lo Lionelee [ cC shows the case number,
| Appeal o | Other -
T1_OFFENSE(S) CHARGED (Cits U5 Cods. Title & Section) [f more than one offense it (up o five) majar affenses charzed_accarding 1o severin of affense document number, date fl|8d, and

8 USC 1324.F - Bringing in and harboring certain aliens

the number of pages.

'r::'.:. Pages I Layers“l Signatures " Bookmarks ™

[ TATTORNET S NAME (Firat Name, M.I. Lact Name, including any suffiv), 13. COUKRT OFDER
AND MATLING ADDRESS [=[0 Counsel [ =]€ CoCounsel .
Pamels Mackey |'=[F Subs Foy Federal Defender | o| R Subs For Retzined Atigrmev e The CJA Form 20 will also have
Haddon, Morgan, Mueller, Jordan, Mackey & Foreman PC [o[ P Subs For Panel Aticrnev [ol¥ Standbv Covnsel R .
150 Esst 10 Aveme the s/ signature or written
Denver, CO 80203 Prior Attorney’s Name: | |

ates
[ ] Bacause the above-named pe

signature of the judge and date

i roon reprezeued b testified wnder oath o B otferie N .
£ Telephone Number - | (3038317364 ] R Cour m];: kﬂle L‘Eﬂnuzlﬂl\"\mable‘w[emplu}:;Ju:;e] d ‘l e 1] the order was 8|gned. In our
wish to waive counsel, and because the of justice 50 require, the aftorney whos;
E NAME AND MALLING ADDRESS OF LAW FIRM,(Only provide per insiructions) appear: i Jtem 12 45 lp'pofnled(u!E'pre:e:ld:i',pel{:onm[h'.rie, OR eXample, note the s/EWN for
s o] O - .
- Haddon, Morges, Mueller Jordan, Mackey & Fereman, FC o Q‘T J!Jdge NOttmgha_m and the date he
Eﬁis'clg’];g&““ - Simmaturs of Prasiding Judze of By Order of e Comt /‘ Slgned the appointment order.
102507
: ot D e NOTE: The CJA Form 20

appointing the CJA attorney is
public record.

e You should print and save this
document for future submission
for payment.
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Chapter 3
CJA Pre-Authorization Process (Form 21 and Form 31)

When a CJA appointed attorney requires the services of other resources, such as an investigator or
expert, etc., the CJA attorney must use the CJA Form 21 or CJA Form 31 (capital cases) to authorize
the resource. Form 21/31 must be submitted if the costs are greater than $500.00.

To submit the CJA 21/31, the form is available at the US District Court website, under CJA
Information >> CJA Forms >> CJA 21 Voucher for Expert and Other Services. The CJA 21/31
can be downloaded as a WordPerfect or Word formatted document.

3.1 Getting the CJA 21/31 Form

Frame 3.1-1 Getting a blank CJA 21/31 Form

United States District Court for the District of Colorado Complete the form with
Criminal Justice Act (CJA) information

Completing Vouchers

4 20 Form Instructions. ] ] ] ] l(PDF)
{CTA 21 Vaucher for Expert and Other Sermces |(WardPerfect) (Word)
|CJA 21 Form Instructions /(PDF)

. - 1 e WELD ECRT)
|CI4 24 Voucher for Payment of Transcript |(WordPerfect) (Word

| e . -

|CIA 26 Supplemental Information Statement for a Compensation Clamn m Excess of the Statutory Case
|Compensation Mazimum - District Coutt

[ClA 28 :

;.FD ‘. R.T

I E dei’erfectl or

QCJA 20 Spreadsheet :WDI’dPEI’fECt Ezxcel

1$90. per hr

| {832, per hr

|CIA Forms Manual |(PDFy

|Attorney Electronic Submission of CJA Forms (cheat sheet) |(FrordPerfect) (Word

Frame 3.1-2 CJA FORM 21
1. CIR/DIST/DIW. CODE 2. PERS 0H REPRESENTED CHEF. HUMEER. 1 Complete Boxes
ER 4. DIST. DET/DEF. HUMEBER 5. ATPEALS DET /DEF. HUMEER 6. 0T - HUNEER /V 1 through 14. as
1
TTER OF (Case Mane) |3, PAYMENT CATEGORY 9. TYPEPERSON REPRESEHTED 10. REFRESEHNT. H TVEE 11
Felory ety Offrse [ Ault Defendat Appella (e Butruchions) necessary.
Dhlicderhestinr Other (Frretile Deferudant | Spmellae
eal Cither:
. OFFENSE(S) CHARGED (Cite U.5. Code, Title & Section) JF mowe fam one gifense. Bt (g 10 fve) magor gffenses el ged. decor dng 10 severity of gifens e, \ 2 Under BOX 12,
_ — ORIZATION FOR I ERT CERVICES A’//V Signature of
o e attomey for the person Tepresented , who is named dhowve | T hereby affinn that the = quested are ne cess any for adequate TepTes ertation, Tequest: W attorney can be
| |mnhm'mjmm obtain servic . Estimated compens aticn and OR ‘ /
[ J#pprowal of servic es akre ady obtaimed to be paid for by the United States pursaat to the Criminal At 5 Cetaination i hould be citained for as attorney
services in excess of $300.00, encluding expers es) Name or a hand
Sias of Atomey Duts | signature.
[ Iparel satomey [ [Retamed Atromiey [ |Pro-se | |Le imstion |

ATTORNEY' S HAME (First Mawe, M L Last Meme, inciuding a sffin), AND MAILING ADDRES

Note: If hand signed,

Telephiote : l .
the document will have
13. DES CRIP TIOH iny |14, T¥PE OF SERVICE PROVIDER
01 [ |Bowestizator 15 Otber Bledical to be scanned. If the
02 Teter/ Translator 16 Woice/fndio Sin. .
N bz [Jpamuingin 17 [t s document is a
Firancial eligibility of the person repres snted hauing be en establiched 04 D oychiatrist 18 Commputer (Har drares R
to the Court's saticfycrice, the athorization Tequested i Beam 12 is 05 | |Polyeraph Sotharare/Systame) S/SIgnatUre, the PDF can
Therehny, granted. 05 Doonnerts Exaniner 12 Paralegal Services 1
I o be created electronically.
Sigrahmre of Preciding hadicial Officer or By Order of the Court 05 | |Accomtart 21 Ry Coreadtat
00 [ |CALR (WestlamiLezds, etc.) 22 Mitizarion Specialist
ate of Order i, Pro T, Date 10 : CheanictS Tocologist 23 Cnplication Servdc es
et of partial repamert ordered froem the persor Tepreserted 11 Erallictics 5o Butructions)
e ceruice at time of 13 | |Wespons/Fireanme/Explosive 24 [ | Other (Specify)
|:| l:lNU 14 Parhologisthledical Exaniner
CLATM FOR SERWICES AND EXPENSES 1 FOE COURT USE OHLY @0
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Frame 3.1-3 Creating the PDF

Creating the PDF from Word or WordPerfect. (This example uses WordPerfect.
However, the process is the same for WORD.

‘wuAPerfect 12 - Cit 0\ Temporary Internet Files' Content. JES  QJIP94WY \cja2l

i dit “iew Insert Format Table Tools ‘Window Help

D i Crit A o - | =~ i= - v@v|q,$@ﬁ|3‘..§
= Mew from Project... Cirl+Shift+M o
Tir L = - | IO~ General - iﬁ'%"=._j|ﬁﬁ§ [0 EEEE|
=  Mew XML Document..,
Open... Cir+o
Close Ctrl+F4 FOR EXFERT AHD OTHEF. SERVICES (Rew. 3991
PEFS 0N FEPFESEN TED VOUCHER. HU
Save Ctrl+S
Save As.., (=] DIST. DET/DEF. HUMEER 5. APTEALSDET DEF. NUMEER 6. OTHER DK
Properties [PAYMENT CATEGORY 9. TYPE PER S0N REFFESENTED 10. FEFFESEN
" Felory Pty Offanse At Defendant Appellat (e Futie
Signature r Mlisdarreanor Dther Favanile Defendant Appellee
Document 4 fppeal s

. Title & Sectior) Faecre Ham ove giferse. Jst (g to five) mgor gffertes clamged aocovding o severity

( Print..

NGt Preview o
Publish To

Send To ¥

Cir+P

-

Specify how you want to print the T SERVICES

document

CHFl+F c Tequected ate Yecescary for o dequate Tepres et at
4 n)z}

d tobe paidforber e Thied States pursnad to fhe Crivdal Tetice fct DEde: Praor autfamization st
g ¢ peries)

1 cja2l_wp[1]lwpd

2 cjaz3_wp.wpd

3 cja2d_wp.wpd

4 CIA Attorney Manual-1.wpd

5 federal holidays.wpd

6 ‘ersion #2b Electronic Submission of ClA ...
7 Mersion #2b Electronic Submission of Cla ..
8 ~4273634.wpd

Drgte

Ty Eetaied Sttorrey Pro-5 Legal Organimation
Lan Megne, dwluding oy sufin), AHD MALIG ADDEESS

Exit A4

Telephome:
M FOF SEFVICES f mswwees) 14, TYPE OF SERVICE PEOVIDEE
o1 Emctizator 15 Other Bledi
02 Erterprete i Trans laor 16 olce/fndi
03 Peychologist 17 Hatr/Fer 1
rited haning been estahlished 04 Peychiatrizt 13 Coppnater
lom requested i Bam 12 & i Polyeraph Sofhwrara/d)
06 Donmnerts Examier 19 Paralegal &

1. Select File >> Print

2. The Print dialog
Box will be
displayed

Frame 3.1-4 Print Dialog Box

Print to Adobe PDF

k4 ain I Lapout | ddvanced |

— Destin

M armiy

Froperties...

" Current page

Twpe: Frinters. .. I
Status: Ready
wihere: ky Docurnentzh”. pdf &I
Corment: Creates Adobe PDF [ Frint to file

— Print Range Copies
" Full docurnent ) Selected bext Mumber of copies: 1 —

" Document summary

-

{ Pages: I

| Collate

[T Print in rexverse order

Settings: I[.-'l'«pplication Default]

;l Edit Settings... |

| Erint I

LCloze | Help |

1. Using the drop
down arrow, you
can display the
printers and printer
drivers available on
the application.

2. Select the “printer”
which allows you to
create the PDF
document.

Note: In this example,
WordPerfect will be
using Adobe Acrobat to
create the PDF
document. There are
numerous applications
available that will allow
users to “print” and
create a PDF document.
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Frame 3.1-5 Creating the PDF document

PG L ST FLC LUl LT L L L L L A W L kit

wrted b T hemeber affmin theat the cererce e Temiected ame wer ATy

R o dberfoct 13RI
ok WordPerfect 7] x| -

ses]
L3

1 ) Preparing document.

e Driuding @ s, D WAILING ADDFES 5

Save PDF File As
N—

Note: You may or may
not see a dialog box as
displayed to the left.

Ccm-events
)Corel User Files
iemail_chat

= Wy Data Sources
My eBooks
=My Music

My Pictures

I Mew Folder
JFCF files

J

[ QPPriv 1
ICSnaglt Catalog >

ICword docs from atys

£ 04-12-docket-sheet. pdf

= 04-12-filers.pdf 5
= 04-12-hist_doc.pdf

= 04-12-parties.pdf Ped

T 04-12-Problem staternent.pdf

. 04-cy-777-arder . pdf 3
205_01_31 Civil Events Liefi v

File name:

Save as types

MExplosie M Other (e
i) Adobe PDF ]
Your POF file "1.pdf" has been created.

Note: You may or may not see
the balloon to the left. It's
dependant on your settings and
which application you are using to
create the PDF.

The “Save PDF File As”
l'ﬁl Dialog box is displayed.

Select or note
where the PDF file
will be saved.

Enter the name for
the PDF file you are
creating.

Also note that the
file type is PDF

Click on “Save”
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Frame 3.1-6 The PDF document.

B2 Adobe Acrobat Professional - [1.pdf] == x| 1. After WordPerfect
‘_t FEile Edit “iew Document Tools advanc?tfl mndo\:\r H:e\p — =181 “printS" the PDF

i * Cpen P 1l Save [ Print @ Ermil W Search |2 '2 Creste FDF = 7| Rewiew & Comment = l'_"] Secure = Z Fign v | | Advanced Editing -

: - document, Adobe

W T setect Text - @\ = DE & 118% - @

ED‘ ;BE EHDWTU.F ©

= Reader or Adobe
3
. = Acrobat (Depends
S CJA 21 AUTHORIZATION AND VOUCHER FOR EXPERT AND OTHER SERVICES (Rev. 3/99) -
E
2 IR DISL DIV, CODE FERSON REPRESENTED OUCHER NUMBER on what the default
3 . . .
7 TWAG. DRT/DEF. NOMEBER F. DIST. DET/DEF NUMBEE APPEALS DET/DEF. NUMBER - OTHER DT NUMBER appllca‘tlon IS)’ the
i
£ [ TN CASEMATTER OF (Case Name) B PATMENI CATEGORY TYPE PERSON REPRESEN TED 0. FEPRESENTATION TTPE PD F docu ment s
E‘ elony etty Offense It Defendant ppellant (See Instructions) | d IS p | a_ye d for yo ur
in v lisdemeanor er uvenile Defendant ppelles .
7 fuppeal ther: review.
® 1. OFFENSE(S) CHARGED (Cite U.S. Code, Tule & Section) Ifmiore than one offense, list fup to five) major offenses charged, according ro severity of offense.
% REQUEST ARD AUTHORIZATION FOR EXPERT SERVICE 1 1
TATORSEYSSTETEET 2. After reviewing,
i A the artontey for the person Tepresented. Whe 1s Damed abave, ] Beleby a al the services Tequested aTe Necessary 101 adequate Tepresentation. | Bereby reguest
'ﬁ' PLuthorization to obtal service. Estimated compensation and § OR aIWayS Cl ose OUt
@
| ¥oproval of services already obtamed to be paid for by the United States pursuant to the Criminal Justice Acl (Noe Prior aufiiari-ation shonld be obiained for H H H
ervices in excess of $300.00, excluding expenses) th e ap p I |Cat|0n SO It
Signature of Attorney Date | can be accessed
when you load into
anel Attorney etained Attomey ro-Se gal Organization | C M/EC F
ATTORNEY'S NAME (First Name, M.I, Last Name, including any suffix), AND MAILING ADDRESS .
@
z Telephone: |
£
3 3. DESCRIFTION OF AND JUSTIFICATION FOX SERVICES (See Jnztrucrions) 4. TYPE OF SERVICE PROVIDEK
s 1 nvestigator 15 ther Medical
2 [uterpreter/ Translator 16 Foice/Audio Analyst
3. COURT OFDER 3 Psychologist 17 ir/Fiber Expert
Financial eligibility of the person represented having been established 4 P sychiatrist 18 omputer (Hardware/
to the Court's satisfaction, the authorization requested in Item 12 is 3 Polygraph Software/Systems) ;I
+] 8Exitim 4] ;
| 1of2 Prlle ol EEN::

Frame 3.1-7 Filing the Request

The CJA Form 21 is now ready to be docketed as an attachment to the Exparte document | 1. You will need PDF

you need to file requesting the services. copies of the motion
and CJA Form

Reminder: These examples are based upon the assumption the request is greater than 21/31.

$500.00 requiring a motion being filed requesting the services along with the CJA 21/31 2. Loginto the ECF

as a Pre-Authorization. Filing system with

your ECF login.
Note: Even though it's a motion, you will file it as an Exparte Document (Category — | 3.  Click on “Criminal”
Other documents >> Exparte Document.) The motion will also need to be a PDF Ly on the blue Menu
document. Bar.

. S
‘. : Criminal Query . Reports Utilities

U_S. District Court
District of Colorado

Official Court Electronic Document Filing System
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Frame 3.1-8 Filing the Exparte Document

Criminal Events

Motions and Related Filings
hAotions
Eesponses and Replies

Other Filings
W alvers
Service of Process
Motices

Trial Diocurments

o T T L T

Other Documents <

Other Documents

Adfficlanit

Afficanvit - Rule 5

Amended Docurment (NOT kdotion)
Appendix

Bill of Particulars

Brief

Consentto Inspection of P3|
Corporate Disclosure Staternent
Errata

Exhibits

Exparte Document
Govvts Proffer
Information to Establish Prior Co
Joinder
Ohjection (Other)

Criminal Query Reports

Criminal Query Reports

EExparte Dogdtmert

Clear |

1. Click on the
Other Documents

link.

2. From the “drop
down” box, select

te Document

3. Click on the M

button.
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Frame 3.1-9 Filing (Continued)

Criminal Query 1. Enter the case
number you wish to
Other Documents file in.
Case NumherA 2. Click on the

15 Alwen'd button.

W J

IDEI:MDD2 D 99-12345, 1:99-cv-12345, 1-99-cv-12345, 9

Criminal

3. Ifthe case has
multiple defendants,
you will need to
check the
appropriate
defendant’s case

Other Documents

Adake apnraptiate relections

Click on the

M button

| . Click on the
Crimina Quersy
’ MNext button
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Frame 3.1-10 attaching the PDF Documents

Criminal Query

Other Documents
1:05-cr-04002-BEVH USA v, Quack et al

Select the pdf document (for example: CA199cv501-21.pdf).
Filename

| Browse... |

Attachments to Document: * No © Yes

Mt |

Clear |

Frame 3.1-11 File Upload dialog Box

2] x|
Look i I [} My Documents LI O £

Marme | Size | Type | Date Modi ~
L1 pdf 17 KB adobe Acro..,  6/27/2008
federal holidays.wpd 103 KB WordPerfe.., &6/23/200¢
L Documentl. pdf 6 KB Adobe Acro... 5/24/200&
] Latusinstall.lag FFKB TextDocu..  5/0/2006:
Fnew save.pdf 048 KB Adobe Acro... 5/5/2006°
Fpart 1- pages 13-24.pdf S22 KB Adobe Acro... 5/5/2006°
T part 1- pages 1-12.pdf 431 KB Adobe Acro... 5/5/2006
@ Sissy.doc 26 KB Microsoft...  4/18/200¢
Krorr and Associates, wpd S KR WordPerfe.., 4/12/200¢
B wiv-bus card.wpd 194 KB WordPerfe... 4/7/2006
= links3.pdf 10 KB Adobe Acro..  4/4/2005
= links2 pdf 10KB Adobe Acro...  4/4/2006
= links pdf 14 KB adobe &cro...  4/4/2006
@DU and CLCM.doc 20 KB Microsoft .., BBDED_DEILl
4| | ’

by Met File nanme: I - I Open I
Pl
Files of type: I,-'i'-.ll Files - | Cancel

e

1.

Note: The court strongly
recommends that each
PDF document is
opened and reviewed
before submitting to the
court. This is the
ONLY opportunity for
this review to occur

Click on the

Browse... |

button.

The

File Upload

dialog box is
displayed to allow
you to view and
select the PDF
document you want
to submit.

-10 -
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Frame 3.1-12 Viewing PDF documents before submitting to the court.

File Upload

by Documents

ssx

kdy Computer

Lok in: I [} My Documents ;I € G
Marme | Size | Type | Date ~
w Select obe Acrobat 7.0 ...
feder nrdPerfect 6723
TDocul open 5/24
E]_ — Cpen with Adobe Reader 7.0.7 5“:2 ’;:

- Ney X 2/94%
Fpart Print nhe Acrobat 7.0 ... 5/5/4
Tpart I — obe Acrobat 7.0 ... 575/
@] Sissy rrosoft Word Doc... 4/18
Krore M Metiware Copy... ordPerfect 12 Doc...  4/12
we jy-k _ , rdPerfect 12 Doc...  4/7/4
T linksz Open With nhe Acrobat 7.0, 4748
= linksz B ZipGenius P bbe Acrobat 7.0 ... 4044
T links,| N , Pbe dcrobat 7.0 4/4f
00U ar rrosoft Wiord Doc... 3/30 -

< cuwt ] .
Co

File narne: P LI Open I

, Create Shortout |

Filez of tym - I Cancel
Delete Hﬁ
Renarme
Froperties

Frame 3.1-13 The PDF document

B2 Adobe Acrobat Professional - [1.pdf]

@E\\e Edit View Document Tools Advanced Window Help =lEx
P Popen @ see (2Pt (B Emal @) Search ‘ T CrestePOF + | Review & Comment -+ () Secure ~ # Sin + [y Advenced Ediing ~
& Tnscmren - @ 1@ - [ [J[[][© 16% - ®[03 35
|
ia
e
g IN THE UNITED STATES DISTRICT COURT
- FOR THE DISTRICT OF COLORADO
z =
L Case No. 05-cr-04002-EWN
EI UNITED STATES OF AMERICA,
Plaintiff,
V.
£ 1. Joe Quack,
s 2. Lucy Quack,
- Defendants
CJA EX PARTE MOTION: SECOND REQUEST FOR ;ll
A 85xilin hl ¥

[ 4 4 1af1

Pl O ©

Highlight the PDF
document you want
to view and RIGHT
CLICK and
select (click) on

Open with Adobe Reader 7.0.7

to open the PDF
document for
review.

Adobe Reader or
Adobe Acrobat will
open and display
the PDF document.

Review the
document for
completeness,
accuracy, and
authentication as to
the correct
document.

After review, click

on the Xl in the
upper right hand
corner to close out
Adobe.

-11 -
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Frame 3.1-14 Selecting the document for upload to CM/ECF

File Upload 2] x| 7.  After clicking on the

E from Adobe,

Laak in: IlD ty Documents d € il m you are returned to
the
MNarme | size| Type | Date 1~
B2 | 17 KB Adohe Acrobat ... 6/27/2 'Ie Upload
federal holidays. wpd 103 KB ‘WordPerfect 12...  6/23/ dialog box of
L Documentl.pdf 6 kB Adobe Acrobat ... S5/24% CM/ECF.
£ LotusInstall. log 77 ER Text Document S/9420 .
Fnew save.pdf 045 KB Adobe Acrobat ... 5/5/20 8. ;heopaztgl(jel;rlamz
= part 1- pages 13-24.pdf S22 KB Adobe Acrobat... S/5/20 15 bopuratec
Tpart 1- pages 1-12.pdf 431 KB Adobe Acrobat ... 5/5/20 / File name: box
@ Sizsy.doc 26 KB Microsoft Word ... 4/18/% > '
Y — Kr'!curr and Associates . wpd S KB WordPerfect 12... 9. Click on the
wiy-bus card.wpd 194 KB \WordPerfect 12, 0
= links2.pdf 10 KB 444420
= linksz.pdf 10KE Ad 4/4/21 button and the PDF
'7"; links.pdf 14 VY file name will
MU and CU CM.doc KB Microsoft word ... 3/30/2+ [l):c_)i)ulate the
< | , llename oy
— / in CM/ECF.
N (D J ey
_ _ ote: is point, we
plebitee allies [ a”CEI/J: have identified the “main

document to be
submitted to CM/ECF.

In this example, we've
indicated the “motion” as
the main document

Other Documents 10. We have the CJA
Form 21 to attach.

1.05-cr-04002-EWVWN USA v. Quack et al So, click on the

P4 ® Yes o
additional
attachments.

Select the pdf document (for example: CA¥09%cv501-21.pdf).
Filename

|C:"-,D|:u:ument5 and SettingsilUsertdty O Browse... |
Attachments to Document: & No © Yes

11. Click on the
> M button

-12 -
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Frame 3.1-16 Adding Attachments to the main document

12. Click on the

EECF Civil  » Criminal g Query + Reports g Utilities Logout 4 Browse.. |

button.
Other Documents
1:05-cr-04002-EWN USA v. Quack et
Select one o1 more attachments. 13. The
1) Enter the pdf docurnent that containg attachment (for example; CappendixpdfT = = Upload
Filename . .
| Brawse dialog box is
displayed to allow
2) At your option, select a document category, enter a desciption, and select a type, you to view and
Category Description select the PDF
| = document you want
3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button. to submit as an
attachment.
[ et | (See steps 3 through 9
above
j Rermnove from List | )
Next Note: The court strongly

recommends that each
_ : PDF document is

Note: to avoid redundancy, please refer to Steps 3 through 9 as they function the same opened and reviewed
way. before submitting to the
court. This is the
ONLY opportunity for
this review to occur

-13 -
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Frame 3.1-17 Adding Attachments, continued

Criminal

Query

Other Documents
1:05-cr-04002-EVYIMN LISA v, Quack et al

Select one or more attachments.

1) Enter the pdf document that contains attachment (for example: Chappendiz.pdf).
Filename

|C:'\D|:|cuments and Settings\lUserdby D Browse. .

2) At your option, select a document category, enter a description, and select a type.

Category Description

E =]

 ashiclawit velow. If vou have more attachments, go back4d Step 1. %
Appendix

Civil Conver Sheet
Continuation of Main Docurment
Conventionally Submitted
Criminal Information Sheet
Deposition Excerpts
Exhibit
) Expane Attachment
FPages
Froposed Document
Froposed Order (FDF Only)

Special Assignment Farm
Supnlemental Civil Cowver Sheet =
Frame 3.1-18 Category and Description

Criminal

Other Documents
105 cr-04002-EVy IS A v, Quack et al

Select one or more attachments.

1) Enter the pdf docurnent that contains attachmentAfor example: Chappendix. pdf).
Filename

|C:"\D|:|cuments and Settings\lUserthdy D Browse.,

21 At your option, select a document categofy, enter a description, and select a type.
Category Description

=l

3) Add the filename to the list box helowr. If you have more attachments, go back to St

Add to List

Femowve from List |

| Exparte Attachment

I

[l et

14. After populating the
Filename .,

with the attachment,
you can select the
Category and add
any additional
Description for the
attachment.

For the Category,
select Exparte
Attachment.

In the Description
field, add an
identifier such as 1
To identify this as
the first Exparte
attachment.

17. Click on the
AddtoList |

Button.

-14 -



DISTRICT OF COLORADO
CJA FORMS MANUAL

VERSION 2.0

EFFECTIVE JULY 17, 2006

Frame 3.1-19 Adding Attachments, continued

Criminal

Other Documents
1:05-cr-04002-BE N USA v Quack et al

Select one or more attachments.
1) Enter the pdf document that contains attachment {for example: Cihg
Filename

|| Browse. . |

2) At your option, select a document category, enter a
Category Description

! =

3) Add the filename to the list box below. J#4ou have more attachments, go back to

o to List |

Femaowe from List
- I

scription, and select a type.

ChDocuments and Settings\Usedbdy Documentsh 1 pdf =

Frame 3.1-20 Final Review

Criminal

Query .

Reports

Other Documents
1.05-cr-04002-E\WWN IS A v, Quack et al

Docket Text: Final Text

Exparte Document (Attachments: # (1) Exparte Attachmmient 1)(Yee, Jack)

Attention!! Pressing the NE3T button on this screen commits this transaction. You will have no further

18.

19.

20.

21.

22.

You can see the
first attachment has
been added to the
attachments box.

You can repeat this
process —

Browse,
Category,
Description

Add to list

for each additional
attachment for this
filing.

When all of the
attachments have
been added, click

on the Mext

Button.

The last screen in
the process is
displayed. You can
review what the
docket text will read
and note that there
is one attachment
to the main
document.

Click on the
M button.

-15-
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Frame 3.1-21, The NEF (Notice of Electronic Filing)

B
Other Documents
1.05-cr-04002-EW USA v, Quack et al

Criminal Query + Reports + Utilities

23 The NEF displayed
to indicate the
transaction is
complete and has
been entered onto
the docket.

U.S. District Court [TRAIN]

24  The NEF provides
District of Colorado [TRAIN] the following

information to the
filer:

The following transaction was received from Yee, Jack entered on 6/28/2006 at 9:01 AW MDT and filed on 6/28/2006 .
Case Name: USA v, Quack et al L, * Date and time

Case Number: 1:05-cr-4002 entered/filed.
Filer: < 
—>

Motice of Electronic Filing

Document Number: 8 e Link to docket
sheet\

Docket Text:

Exparte Document (Attachments: # (1) Exparte Attachment 1)¢ee, Jack)

The following document(s) are associated with this transaction: e Link to the
document

Document description: Main Docurnent
Original filename:n/a ~a © Docket text
Electronic document Stamp:

[STAMEF deecfStamp 1D=107100665% [Date=6/28/2006] [FileMNumhber=75%03-0]
[6a7E3833860777e0c67f224ba03253486bhd78%eb 35484 ab5c5dcheafazdbb 4df 149 e Electronic
dbc2a55554d%afBbbeedc2560d 3efaBe9chaech 480b 1651782 1f 1e5dda]) document stamp
Document description:Exparte Aftachment 1

v

4&

Original filename:n/a l;or each ¢
Electronic document Stamp: ocumen
[STAMEP deecfStamp D=1071006659 [Date=6/26/2008] [FileNumher=75903-1] attached.
[70a44a3e8f1ha00b 3aadeffIc62145d854cf45Thef 448 1fB00cdBB0B043 T That5a e
1d1eabf%c358dch 5de3c1h0te df7ae 747590 0b 7455 7 fBOBR0b R348 1]] e Who will be
/ > served

1:05-c1-4002-2 Notice will be electronically mailed to: electronically
Chris Vagner chris_vagner@cod.uscourts gov, cod_aty@vyahoo.com

e Who will be

Jack Yee  jack yee@cob.uscourts.gov

4/——> served by other
1:05-c1-4002-2 Notice will be delivered by other means to: means.

The Docket entry looks like:

25. Display of the
Date Filed # Docket Text docket entry for the
entry.

06/28/2006 )

{[='=1

Exparte Document (Attachments: # 1 Exparte Attachment 1)(Yee, Jack) (Entered: 06/28/2008)

-16 -
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Frame 3.1-22 The Court Process

e The court will also be notified as to your filing of the Exparte document and
attachments.

e The court will review the original or re-submission and initiate the approval
process.

e Approvals include judge’s signature granting or denying the pre-authorization. If
the judge grants the pre-authorization and the pre-authorization exceeds
$1,600.00, the Court of Appeals must also approve the pre-authorization.

o After receiving all of the necessary signatures, a docket entry is entered as to the
request.

. Whether the pre-authorization is granted or denied, a docket entry is
entered and a NEF is sent to the attorneys involved in the case from
CM/ECF. Since attorneys cannot retrieve documents from the docket
entry, a separate e-mail is also sent.

. The second e-mail is sent based upon the following:

. If the pre-authorization is granted, the second e-mail will be sent
to the filing attorney with PDF documents of the approved 21/31,
and the Court of Appeals Memorandum if the pre-authorization
request exceeds $1,600.00.

. If the pre-authorization is denied, the second e-mail will be sent
indicating the judge denied the request. A PDF copy of the denial
will be attached, if available.

e NOTE: Counsel shall retain a printed copy of the approved CJA 21/31 and the
COA Memorandum, if sent to counsel, to be used to submit for interim or final
payment

-17 -
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Chapter 4
CJA Payment Process and Interim Status

4.1 The CJA Payment Process

CJA payment requests are based upon the various CJA forms such as the 20, 30, 21, 31, and 24. The
CJA 24 process will be covered in Chapter XX. Payments for CJA 20, 30, 21, and 31 can be an interim
payment or a final payment. There are rules for interim payments.

On CJA 20 and 30, a motion must be filed by one of the CJA attorneys seeking approval for interim
payment status for the case. If there are multiple defendants in a case represented by several CJA
appointed counsel, only one of the attorneys need to file the motion seeking interim payment status. If
the motion is approved, the interim payment status applies to all of the CJA counsel on the case.

For CJA forms 21 and 31, interim payments can be submitted without a motion if the interim payment
request does not exceed the pre-authorization amount approved. However, if the request exceeds the
pre-authorization amount, a motion must be filed to request approval exceeding the maximum.

4.2 Requests for Interim CJA Payment Status

Frame 4.2-1 Filing the Exparte Document

Criminal Query . Reports

Criminal Events

Motions and Related Filings )
Motions 1. Click on the

Eesponses and Replies (Other Documents
link..

Other Filings
W alvers
Service of Process
Motices

Trial Diocurments

SR T LT T

Other Docurnents

-18 -
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Frame 4.2-2 Selecting the event

Criminal Query Reports
2. From the “drop down”
Other Documents box, select
xparte Document
E ]
Afficianit —

Affidanit - Fule &

Amended Document (NOT kdotian)
Appendix

Bill of Farticulars

Brief

Consentto Inspection of P

Corporate Disclosure Statement
Errata
Exhibits

Exparne Document
Gowts Proffer
Information to Establish Prior Carsiction
Joinder
Ohjection (Other)

Frame 4.2-3 Selecting the event (continued

' 3. Click on theM

button.

Other Documents

EExparte Document |

et Clear |

Frame 4.2-4 Enter case number

4. Enter the case

Criminal :
number you wish to
Ly filein.
Other Documents
Case Humher 5. Click on the M

|05cr4002 9312345, 1:9%-cv-12345, 1-99-cv-12345, 9912345, o r - button.

-19 -
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Frame 4.2-5 Select the defendant case for filing

Criminal Query 6. If the case has

p multiple defendants,
you will need to
check the appropriate
defendant’s case

Click on the _Next |

button

Other Documents

AdadE anprapiale sefectiany

Criminal . After selecting the
case, another screen
is displayed. Click on

Other Documents
the M button

1 Lt 140012 v, Duack et al
(Next ) Clear |

Frame 4.2-7 Attaching the PDF Document(s)

L 9. The PDF attachment
Criminal screen is displayed.

Other Documents |
1:05-cr-04002-EWN USA v. Quack et al 10. Click on the

Browsze... |

Al

button.

Select the pdf document (for example: C:A19%cv501-21.pdfs-
Filename

Attachments to Document: & Mo © Yes

[ et | Clear

-20 -
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Frame 4.2-8 Selecting and Viewing the PDF file to upload

0T | O - o
Look ir: IE} My Docurnents LI (€] T o d?al()g box is
displayed to allow
Marne | Size | Type | Date Modi = you to view and
= 1.pdf 17 KB Adobe Acro... 6/27/200E select the PDF
federal holidays.wpd 102 KB WordPerfe,,, 6/23/200¢ document you
= Documentl.pdf 6 KB Adobe Acro... S5/24/2006 want to submit.
[Z] LotusInstall.log FPER TextDocuw..  5/9/2006:
T new save.pdf 043 KB Adohe Acro... 5/5/2006 Note: The court strongly
= part 1- pages 13-24.pdf S22 KB Adobe Acro..  5/5/2006 recommends that each
= part 1- pages 1-12.pdf 431 KB Adobe Acro.. 5/5/2006° PDF document is opened
W Sissy.doc 26 KB Microsoft ... 4/18/200¢ and reviewed before
I e, Knorr and Associates,wpd 8 KB ‘WaordPerfe...  4/12/200¢ Supm_'tt'ng to the court.
: wiy-bus card.wpd 194 KB \WordPerfe...  4/7/2006 This is the ONLY
= links3.pdf 10KB adobe Acro...  4/4/2006 opportunity for this
g = links2.pdf 10KB adobe acro...  4/4/2006 review to occur
My Computer | BESLLLEREE 14 KB Adobe Acro...  4/4/2006
! @DU and CU ChLdoc 29 KB Microsoft ... 3/30/200E -
-« [B i
-
File name: I LI QOpen I
Files of tope: |g|| Files =] Carcel
o
Frame 4.2-9 Viewing PDF documents before submitting to the court.
2UXI| | 1, ighiight the POF
Laok ir: Iﬂ ty Documents LI & N5 B doc_ument you want
to view and RIGHT
Mame | Size | Type | Date « CLICK  and select
w Select nbe Acrobat 7.0 ... 6/27 i (click) on
feder rdPerfect 12 Doc...  6/23
Dot open M
[Z] Lotus t Document 5/9/: to open the PDF
ey ¢ : be acrobat 7.0 ... 5,5/ document for
Desktop T part : Frlis nbe Acrobat 7.0 ... 5/5% review.
THpart I — obe Acrobat 7.0 ... 5/5/
. B Sissy rrosoft wword Doc... 4718
g knore N Metiware Copy... rdPerfect 12 Doc...  4/12
. wiy-k _ ordPerfect 12 Doc.., 474
ﬁ = linksz Cl.pen W'm Y bhe Acrobat 7.0 ... 44/
‘_I = lirks= & ZipGenius P bohe Acrobat 7.0 ... 4044
My Computer [ IESLLLSN Send To , be Acrobat 7.0 .. 444/
o ar rrosoft Word Doc... 3/30 -
*m K1t I _*I_|
- | Copy
by M File name: LI Open I
Pl : Create Shartout I
' - I Caticel
Filez of twp Dot %
Fename
Froperties
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2 Adobe Acrobat Professional - [cja motion-interim.pdf]

'Z]E\\e Edit Wiew Document Tools Advanced Window Help
S Topen P 5 s Pt (B Email [ Search

Frame 4.2-10 Viewing PDF documents before submitting to the court - continued

T CreatePDF + )| Review & Comment - () Seowe = sin - [ ] Advanced Editing -|

- = = : — 13. Adobe Reader or

it T =1 N T e

&N [T select et - f@l | ® - | [ ® new - @ 203 AL S owTo? - .

= | [E] | | Adobe Acrobat will

IN THE UNITED STATES DISTRICT COURT open and display the
FOR THE DISTRICT OF COLORADO PDF document.

Case No. 05-cr-04002-EWN .
4. Review the document

for completeness,

I Pages ‘! Layers\‘ Signatures \q Bookmarks

UNITED STATES OF AMERICA, accuracy, and

Plaintiff, authentication as to
v the correct document.
1. Joe Quack,

2. Lucy Quack, 15. After review, click on
Defendants

the Xlin the upper
right hand corner to
close out Adobe.

! Comments

CJA EX PARTE MOTION: REQUEST FOR INTERIM PAYMENT STATUS

| new Onack by and thranab nindarsianad cranineal lack Yoo ~f tha law firm

Frame 4.2-11 Selecting the document for upload to CM/ECF

File Upload 7] x| 16. After clicking on the

E from Adobe,

Look jn; IE} My Documents d € il m you are returned to
the
MName | size| Type | Date 1~
ile Upload
21 17 KB Adobe Acrobat ... 6/27/2 . D gl
federal holidays. wpd 103 KB ‘WordPerfect 12...  6/23/ dialog box of
T Documentl.pdf 6 kB Adobe Acrobat... 3/24/ CM/ECF.
£ LotusInstall. log 77 KR Text Document 5,020 . .
ol Tnew save.pdf 043 KB Adobe Acrobat...  5/5/20 1. Tgeulljaeg dflilﬁ?t??e IS
PLELIN | =Enart 1- pages 13-24.pdf S22 KB Adobe Acrobat...  5/5/20 A2
T part 1- pages 1-12.pdf 431 KB Adobe acrobat ... 5/5/20 P File narme; box
. @ Sizsy.doc 26 KB Microsoft Word ... 4718/ L1 '
: Knorr and Associates, wpd B kKB ‘\wordPerfect 12... :
Wy Llocuments » 18 CI|Ck on the
My Document wiy-bus card.wpd 194 KB \WordPerfect 12,
T links3.pdf 10 KB 474720
1![ = links2.pdf 10KB Ad 4421 button and the PDF
by Computer Z lirks. pdf 14 420 file name will

populate the
Filename gy
in CM/ECF.

®0U and CU CM.doc KB

& «|

-
: File name:

Files of type: AllFiles
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Frame 4.2-12 docketing- continued

Note: At this point, we
Criminal have identified the “main
document to be submitted
to CM/ECF. In this
Other Documents example, we've indicated
T:05-cr-04002-EWVWN USA v, Quack et al the “motion” as the main

document

L 19. There are no other
documents to attach,
so Click on the

Mext |
Button

Select the pdf document (for example: C:A19%cv501-21.pdf).
Filename

/
et | Clear |

Frame 4.2-13 Final Review Screen

‘

20. The last screen in the
process is displayed.

Utilities:

Criminal Query Reports

Other Documents You can review what
1:05-cr-04002-EVWN USA v. Quack et al the docket text will
read.
Docket Text: Final Text 21. Click on the Mext
Exparte Document (Yee, Jack) button.

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further
opportunity to modify this transaction if you continue.

Next Clear |
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Frame 4.2-14, The NEF (Notice of Electronic Filing)
3
Other Documents

1.05-cr-04002-EWN USA v, Quack et al

Civil + Criminal + Query + Reports *

U.S. District Court [TRAIN]

District of Colorado [TRAIN]

Notice of Electronic Filing

The following transaction was received from Yee, Jack entered on 6/28/2006 at %:01 AWM MDT and filed on 6/28/2006
Case Name: USA v, Quack et al

1:05-cr-4002 < 
Docket Text:

Exparte Document (Attachments: # (1) Exparte Attachment 1)(Yee, Jack)

Case Number:
Filer:
Document Number: 8

The following document(s) are associated with this transaction:

Document description:Main Docurnent

Original filename:n/a

Electronic document Stamp:

[STAMF deecfStamp_ID=1071006659 [Date=8/28/2006] [File Number=75903-0]
(6273833860777 0ca7{224ba932524860bd78%9eb 3548 AfahSc5dchefa2dbh 4df 149
dbc2a55554d%a9fBbbeedc2560d 2efaBedchaech480b 16917821 1e5dda]]

T 2. Link to docket

22. The NEF displayed tq
indicate the
transaction is
complete and has
been entered onto
the docket.

23. The NEF provides the
following information
to the filer:

3. 1. Date anc_j time
entered/filed.

sheet\
3. Link to the
document

—~ 4 Docket text

5. Electronic
> document stamp for

Document description: Exparte Attachment 1

Original filename:n/a

Electronic document Stamp:

[STAMP deecfStamp 1D=1071008659 [Date=6/28/2008] [FileNumber=75903-1]
[70ad4a3e8f 1ba00b3aadeftIc62145d854cf45Thel 4dB81fB09cdBB0B04a 7 Thag5ate
1dleab6Rc3909dch5de3c b 0tedf 7ae 747500 0b 74557 6f8RBR0b 93 481]]

1:05-c1-4002-2 Notice will be electronically mailed to:
Chris Vagner chris vagner@cod.uscourts. gov, cod_aty@yahoo.com
Jack Yee jack yee@cob.uscourts gov

1:05-c1-4002-2 Notice will be delivered by other means to:

The Docket entry looks like:

06/29/2008 ‘ 9 ‘ Exparte Document (Yee, Jack) (Entered: 06/253/2004)

each document
attached.

6. Who will be served
electronically

7. Who will be served

— by other means.

24. Display of the docket
entry for the entry.
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Frame 4.2-15 The Court Process
e The court will also be notified as to your filing of the Exparte document and attachments.

e The court will review the filing.

e |f the motion for Interim Payment Status is granted, counsel involved in the case will receive two e-mails.

e One e-mail from the court will have the following PDF document attached:

e A three page memo approving the interim payment status for the case.

e The second e-mail is a NEF (Notice of Electronic Filing) sent via CM/ECF indicating an Exparte document was
filed.

Section 4.3 Preparing Documents to Request for CJA Payments (CJA 20, 30, 21, 31)

Section 4.2 covers the preparation necessary to be able to file the first submission and/or re-submission
of requests for CJA payments.

This section also addresses payments that are:
Interim

Final

Late (Exceeds 45 days)

Over the statutory maximum (20/30)
Exceeding the Pre-Authorized Amount (21/31)

CJA payment requests are filed into CM/ECF. All of the documents submitted must be in a PDF document
format. Wherever possible, the court recommends PDF documents be created via software. For example, if a
WordPerfect or Excel spreadsheet is used to enter hours, services, travel, etc., the PDF document created
should be through WordPerfect or Excel. Receipts, on the other hand, must be scanned and the PDF created
via a scanner.
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To file a payment request for
CJA 20 or CJA 30 and

e Final or Interim and

¢ No Motion Required

To file a payment request
for CJA 20 or CJA 30 and
e Final or Interim and
e Exceeds statutory
maximum or.

e Filed later than 45
days past case
disposition.

To file a payment request
for CJA 21 or CJA 31l and
e Final or Interim and
¢ No Motion Required

To file a payment request for
CJA21lorCJA3land
e Final or Interim and.
e Exceeds statutory or
e Amount requested more
than $500.00 and there
was no pre-authorization

You need:

1. CJA Form filled, signed,
dated and scanned to a
PDF.

2. Spreadsheet (Excel or
WordPerfect) completed.
Print to PDF or scanned.

3. PDF copy of all receipts
greater than $50.00.

You need:

1. Motion (filed as an
Exparte Document.)

2. CJA Form filled and
signed and scanned
to a PDF.

3. Spreadsheet (Excel
or WordPerfect)
completed. Print to
PDF or scanned.

4. PDF copy of all
receipts greater than

You need:

1. CJA Form 21/31 filled,
signed, and dated and
scanned to a PDF
document.

2. Invoice completed by
vendor scanned to a
PDF document

3. PDF copy of all
receipts greater than
$50.00.

4. Court of Appeals

You need:

1. Motion (filed as an
Exparte document)

2. CJA Form 21/31 filled,
signed, and dated and
scanned to a PDF
document.

3. Invoice completed by
vendor scanned to a PDF
document

4. PDF copy of all receipts
greater than $50.00.

re-submission, the court
checklist must be scanned to
a PDF document and filed as
an attachment with the
resubmission.

re-submission, the court
checklist must be scanned
to a PDF document and
filed as an attachment with
the resubmission.

re-submission, the court
checklist must be scanned
to a PDF document and
filed as an attachment with
the resubmission.

$50.00. Memorandum (If one 5. Court of Appeals
sent to you in the pre- Memorandum (If one
authorization approval. sent to you in the pre-
authorization approval.
4. NOTE: Ifthisis a 5. NOTE: Ifthisis a 5. NOTE: Ifthisis a 6. NOTE: Ifthisis a

re-submission, the court
checklist must be scanned to
a PDF document and filed as
an attachment with the
resubmission

Section 4.3.2 The CJA Spreadsheet

Frame 4.2.2-1 The CJA Spreadsheet

The court has two versions of spreadsheets available to you to assist you, as well as the court, in calculating and
summarizing hours, rates, and other costs.

There is an Excel version and a WordPerfect version that is available on our web site. You do NOT need both
versions. Download and save the version you would like to use in tracking and computing CJA costs.

Each spreadsheet is designed to automatically calculate dollar amounts for the hours spent for in-court and out-of-court
time. Each spreadsheet is also designed to add the expense entries you make into the proper categories.

NOTE: Use of either spreadsheet will decrease the time needed to verify and audit payment requests.

Remember, when you are ready to submit a copy of the spreadsheet, the spreadsheet must be a PDF copy.
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The sample used in this document is the Excel spreadsheet. The WordPerfect version looks different but provides for the same
functionality and is not shown in these examples. Whichever spreadsheet you use, a PDF copy must be generated and submitted in you
filing.

Frame 4.3.2-2 The CJA Spreadsheet (Excel Version)

wa||~m Mmoo e W k=

A

Attarney:
Case Mo:

Judge:

Interim FPayment Mumber

Date

eady

(] [ L - r (8] m 1 [ 1
CJA 20 Worksheet - Attorney Time
Bill Dates: ta
Defendant:
Final Interim Payment Fingt Wi
15a 15 b "15c "15d "15e "15f 159 15 h 16 a " 16

PR rl@,{ Cnst?éummaw ri

The CJA Spreadsheet

» The Excel version of the CJA spreadsheet is made up of
three worksheets

* When the spreadsheet is first opened in Excel, the
SERVICES worksheet is displayed

e The Services is used to record Attorney Time for in court
activity and time spent for out of court activity

» Next to the Services tab, is the Costs worksheet tab. The
SERVICES worksheet is used to record other costs such as
copying costs, facsimile costs, etc.

NOTE: See the next frame for a display of the Costs
worksheet.

* Finally, the Summary tab is next to the Costs tab. The
Summary worksheet is used to summarize costs of items
entered in the Services and Costs worksheets.
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Frame 4.3.2-3 Sample of the Cost worksheet

A B C D E F
1 CJA 20 Worksheet - Costs
2 |Attorney: Bill Dates:  1/0/1900 to  1/0/1500
3 |Case Mo: Defendant:
4 |Judge:
5 |Interim Payment Number Final Interim Payment Final ¥/ O Interims
5]
18 Other
L 18 Other Long 18 Ot
Date 17 Travel Expense Description Facsimile Distance Paral
7 Charges
o[ 1
L ]
9
10
11
12
13

Sample of the Costs worksheet.

« The Costs worksheet is used to record and capture other
costs such as travel, facsimile, long distance, paralegal,
photocopies, postage, and other non-labor expenses.

Frame 4.3.2-4 Sample of the Summary Worksheet

| /E | O

Sample of the Summary worksheet.

oy 1 =

1 CJ8 20 - Time and Cos Summary

= Sktormeys: Eill Dates: Y1900 o WOWI1300

j faze e Pefendant: « The Summary worksheet is used to summarize the costs

- :

T Fimal tarim Pasrment Firel Wit s from the Services and Costs worksheets.

= ~ SIEZO02 - | A eZ2Zo0l — | . = 7
z Sartegeries Current Ar3mzo0z NOTE: After completion of these worksheets, the information

Hour=s Claimed | Hours Claimed .

s |54 000 0.oo can easily be used to update the WordPerfect or Word
= e T version of the editable CJA
1= 1sd o.oo oo
1= pt=1- o.oo0 0. 00| Form 20 Form
14 15SF o.oo0 0. 00|
s g L=T=] [n g ulu] 0. 00|
L= =1yl [n g ulu] 0. 00|
= Toatal 15a - 15k [Howr=s] a.oo 0. 00|
1= Toatal In-Court = Fate Per Howar £0.00 +£0. 00|
19
=20 1Ea o.oo0 0. 00|
21 =] =] o.oo0 0. 00|
=22 1Ec o.oo0 0. 00|
2= 1E=Ed [n g ulu] 0. 00|
=4 1E= a.oo 0. 00|
=25 Tatal 16a - 16= [Haowr=] a.oo 0. 00|
25 Total DOut-of-Court = FRate Fer Howir E£0. 00 E0. 00|
27
29 17, Travel Expenses 000
=239
=0 12. Facsimile £0.00

ul | | oo Distance T haroe: S0 00
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« Attorney and case information

Frame 4.3.2-5 Filling Out the Services Worksheet >
L E i I E |l i Ll 1 1 1 ﬁ i‘
CJA 20 Worksheet - Attorney Time
Attorney: Bill Dates: to I I
B Case Mo Defendant:
| Judge:
Interim Payment Mumber Final Interim Payment Final WW/O Interims
7 |Date 15a "15b "15¢c 715d "15e "15f 7159 "15h "16a 16 b "16c 16 d
g
=]
10
11
12
13
14
15
Frame 4.3.2-6 Sample of Completed Services Worksheet
N B C ] E F G H | J [ L hi
1 CJA 20 Worksheet - Attorney Time
2 | Attorney: Brian Holland Bill Dates:  2/18/2005 to 6/28/2005
3 |Case Mo: 01 -cr00103-EVWN Defendant: Dawvid Backus
4 |Judge: Mottingham
5 |Interim Payment Mumber Final Interirm Payrment = Final WY/ Interims c \
5]
7 |Date 15a 15 b 715 ¢c 715d "15e 715f 159 "15h "16a 16 bh "16 c " 16 d " 1§
201842005 0.20 0.30
g
2/28/2005 1.00 0.50
=]
32,2005 0.30 0200 0.50
10
11 34212005 0.30
32342005 1.00| 3.50
12
3/24/2005 4.00
13

e Sal

* Attorney Name

Bill Date - beginning date
ending date
Case Number using the correct format
YY-tt-NNNNN-JJJ
YY = Year
tt = case type in lower case letters
NNNNN = Five digit case sequence number. Use
leading zeros.
JJJ = Judges initials

Defendant Name
Judge Name
If this is an interim payment, enter the interim payment number.
Check if this is a final interim payment and enter Final W/O
Interims
Cell Information
Date
In court (Time in tenths of hour) Box 15 time
15a - Arraignment and/or Plea Hrg
15b -Bail & Detention Hearing
15c - Motion Hrg
15d — Trial
15e — Sentence Hrg
15f — Revocation Hrg
159 — Appeals Court Hrg
15h — Other
Out of court (Time in tenths of hour) Box 16 time
16a - Interviews/conferences
16b - Obtaining/reviewing records
16c¢ - Legal research & Brief Writing
16d — Travel time
16e — Investigative and other work
escription

le of completed Services spreadsheet

-29-




DISTRICT OF COLORADO
CJA FORMS MANUAL

VERSION 2.0
EFFECTIVE JuLY 17, 2006

Frame 4.3.2-7 The Costs Worksheet Blank Costs worksheet
A, B C D E
1 CJA 20 Worksheet - Costs 4~ | » The Costs worksheet is used to record and capture other
2 |an _ Bill Dates: /041900 to /01900 costs such as travel, facsimile, long distance, paralegal,
nrney: t Hates. o photocopies, postage, and other non-labor expenses
3 |Case Mo: Defendant:
4 Judge: * Enter Date of expenditure
5 |Interim Payment Murmber Final Interim Payment Final ¥W/0 Interims « Box 17 — Non Labor Travel expenses
5
18 Other « Enter Expense Description
_— 18 Other Long 18 O
Date 17 Travel Expense Description r imile  Di p
acsimile Distance Parg . goy 18 Expenses
7 Charges
g | | *  Other Facsimile expenses
g " e  Other Long distance expenses
e Other Paralegal expenses
10 e Other photocopies expenses
11 «  Other postage expenses
12 e Other Expenses
13
Frame 4.3.2-8 Sample of Completed Costs Worksheet
A B © o] E F G H
1 CJA 20 Worksheet - Costs
2 | Attorney: Brian Holland Bill Dates:  2/18/2005 to 6/28/2005
3 Case Moo 01-cr00103-EWWN Defendant: David Backus
4 Judge: Mottingharm
5 |Interim Payment Mumber Final Interim Payment x Final ¥W/O Interims c
B e Sample of completed Costs spreadsheet
18 Other
Date 17 Travel Expense Description 18 Other Long |18 Other 18 Other 18 Other = 18 Other
P r Facsimile Distance Paralegal Photocopies Postage Expenses
7 Charges
2/28/2005 February photocopies. 84 @ §.10 §0.40 §1.71
5 February postage '
g | 3/31/2005 March photocopies 312 @ $.10 $31.20
10 | 4/22/2005 April photocopies 176 @ §.10 $17 60
11 | 5/31/2005 May photocopies 118. @ §.10 $11.80
£/30/2005 §0.74
. $2.40
12 June postage & photocopies 24 @ §.10
742912005 §2.91
$20.40
13 July postage & photocopies 204 @ $.10
14 | B/31/2005 Angust postage $19.25
15 | 11724/2004 Mowember postage L
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Frame 4.3.2-9 Sample of Blank Summary Worksheet

A B C D

1 CJA 20 - Time and Costs Summary
2 |Attomey; Bill Dates: 1041500 to 1/0A1500

3 Case Mo Defendant;

4 Judge;

5 |Interim Payment Mumber Final Interim Payrment Final W#D Interims
5

Cat . AM72002 - (4452001 -

7 clit: it Current  |4/30/2002

8 Hours Claimed [Hours Claimed

9 153 0.00 0.00

10 |15k 0.00 0.00

11 1&c 0.00 0.00
112 |15d 0.00 0.00

13 15e 0.00 0.00

14 15f 0.00 0.00

15 |15¢ 0.00 0.00

16 |158h 0.00 0.00

17 | Tatal 15a - 15h (Hours) 0.00 0.00

18 |Total In-Court ¥ Rate Per Hour $0.00 §0.00

19

20 163 0.00 0.00

21 1Bk 0.00 0.00

22 1Bc 0.00 0.00

23 116d 0.00 0.00

24 1Be 0.00 0.00

25 Total 16a - 16e (Hours) 0.00 0.00

26 (Total Qut-of-Court x Rate Per Hour §0.00 §0.00

2

28 117, Travel Expenses £0.00

Frame 4.3.2-10 Sample of Completed Summary Worksheet
A B C O
1 CJA 20 - Time and Costs Summary
2 Attarney:  Brian Holland Bill Dates: 2A8/2005 to B/2852005
3 |Case Noo  01-cr00103-EVWN Defendant:  David Backus
4 \Judge:  Mottingham
5 |Interim Payment Mumber Final Interim Fayment x  Final WO Interims ¢
G
. 5172002 - [4/1/2001 -
Categories Current  [4/30/2002
g Hars Claimed [Hours Claimed
9 153 0.00 0.00
10 | 15b 0.50 0.00
11 |15¢c 0.00 0.00
12 |15d 0.00 0.00
13 |15e 200 0.00
14 | 15f 0.00 0.00
15 |15y 0.00 0.00
16 | 15h 0.00 0.00
17 | Total 15a - 15h (Hours) 280 0.00
18 | Total In-Court x Rate Per Hour $225.00 $0.00
19
20 |16 5.40 0.00
21 |16b 13.30 0.00
22 16c 16.40 0.00
23 16d 0.00 0.00
24 16e 0.00 0.00
25 | Total 16a - 16e (Hours) 38.10 0.00
26 Total Out-of-Court x Rate Per Hour §3,429.00 §0.00
27
28 17. Travel Expenses §0.00
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Frame 4.3.2-11 Creating the PDF of the Spreadsheet
Print

2] x|

—Printer

Marm& &8 cobe PDFE

—Print ranges
Al

—Copies

Murmber of

SRC

 Pagels) Erom: I

Print what 1 ' .
© Selection ' Entire workbook . 4l gl

™ active sheet(s)

Previs |

Status: Idle Find Printer. .. |

Type: Adobe PDF Converter

Where: My Documentsy™, pdf

Comment:  Creates Adobe POF I Print to fils
>

To create the PDF copy of the spreadsheet,
you must “Print” the document.

» When you see the Print Dialog box, you
click on the drop down on the Name and
select your PDF software.

« Also, make sure the “Entire Workbook”
button is selected.

« Click on OK

Fram =12 Naming the PDF Document

- eBeEr

=Toja

ﬁCJA 20 lidie 8-21-05 mileage change-filed. pdf
(FIFrame 1-1 Word CJa 20 Anpt Mackey. pdf

File name: completed spreadheed

Save as fype: PDFfiles [

» A Save PDF File As dialog box is
displayed.

« You can enter the name for the PDF file
A you are creating.

« Click on Save to create the PDF
document.

TN

Frame 4.3.2-13 PDF Creation
Creating Adobe PDF

Document MName : ICJA Excel Sample Holland-Backus 11-14-05xls

—FDF Progress
Building fonttakle...

FDF Mame :
FDF Folder:

completed spreadheet pdf
ChDocuments and Settings\UseriDesktophcjal,

Sending Page : b

The PDF creation software usually displays
a status box indicating the status of the
PDF files being created.

« After the PDF has been created, it is
usually displayed in Adobe Reader.
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Frame 4.3.2-14 Display of the PDF Document

g Adobe Acrobat Professional - [completed spreadheet. pdt
T e i 4 =0 =
il a -8 I -
0
ﬁ Fs
= =
]
£
X
e CJA 20 Worksheet - Attomey Time =
@ Atfomey:  Brian Holland 80 Dates: 2M82005  to  BL2872005
e Caselo  O1-CRADIEWN Defendant David Backus
] ldge: Motfingham
% nterim Payment Number Final Inerim Payment _ x_ Final WiQ Interms ¢
c
'L%j Date 133 15b 13c 153d 15e 15f 15g 15h 16a 16b 16c 16d 16e Description
21812005 Telaphene conference w/ comt
clenk/AUSA; raviaw Backer Fanfan
n application
o] 202872005 100 050 Dhaft motion to continue; review
& Boaker outlme re: Ex Post Facta
322006 030 020 040 Telaphone conference w/ AUSA:
F research Rogers v, Tann /Ex pazt ficto;
& review and revise metion to extend
o
[
o 32172006 020 Telephons conference with AUSA
| 232005 100 340 Draft Booker senteneing brief: Review
o P5IBlakely bief/all sent memos
=
o
= 42472005 400 Dhaft balance of meme; Research due
g procezs; Review and 1evise Booker
8] IEmE.
{257 050 150 rmfaremea nith AT7%4- Racaareh j
o 1xasin < i
1 4 1 LI BLILE
14 4 1off pPi|QQ| L ™ bl

The PDF document is displayed for your
review.

« You should click on the x in the top right
corner to close the application after
you've reviewed it.

« Closing the application will release it so
it can be attached in your e-mail.
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Section 4.3.3 Completing the CJA Form (20/21/30/31)

When attorneys are appointed as counsel or they submit a CJA 21/31 as a pre-authorization, the court signed copy of
the 20/30/21/31 is provided to the attorney as a PDF document. When submitting a 20/20/21/31 for payment, the court
signed copy of the 20/30 appointment or the court signed copy of the 21/31 pre-authorization must be submitted, along
with other supporting documents to initiate the payment process. (See Section 4.2.1 Quick Tip (What to File) as a
guide as to what documents are needed for the type of payment request being submitted.

NOTE: The PDF copy of the court signed copy of the CJA 20/30/21/31 is not interactive nor is it editable. You must
hand write or type information onto the form for submission and scan to create the PDF document for submission.

Section 4.3.3.1 CJA Form 20

Items 15 through 22 should be completed as necessary.

Item 15. IN-COURT SERVICES

Item 16. OUT-OF-COURT SERVICES

ltem 17. TRAVEL EXPENSES

Item 18. OTHER EXPENSES

Item 19. CERTIFICATION OF ATTORNEY/PAYEE
FOR PERIOD OF SERVICE

Item 20. APPOINTMENT TERMINATION DATE, IF
OTHER THAN CASE COMPLETION:

Item 21. CASE DISPOSITION

Item 22. CLAIM STATUS (and signature block for
attorney’s signature)

NOTE: For more information and detailed instructions for After completion, scan the
the completion of the CJA Form 20, see the forms instruction on the document to create a PDF copy for
website: submission into CM/ECF

The URL address is :
http://www.cod.uscourts.gov/CJA Frame.htm

Section 4.3.3.2 CJA Form 30

Items 14 through 21 should be completed as necessary

ltem 14. STAGE OF PROCEEDING

Item 15. CLAIM FOR SERVICES--CATEGORIES FOR HOURS AND
COMPENSATION

Item 16. TRAVEL EXPENSES

Item 17. OTHER EXPENSES

Item 18. CERTIFICATION OF ATTORNEY/PAYEE
FOR PERIOD OF SERVICE

Item 19. APPOINTMENT TERMINATION DATE, IF
OTHER THAN CASE COMPLETION:

Item 20. CASE DISPOSITION

Item 21. CLAIM STATUS (and signature block for
attorney’s signature)

NOTE: For more information and detailed instructions for After completion, scan the
the completion of the CJA Form 30, see the forms instruction on the document to create a PDF copy for
website: submission into CM/ECF

The URL address is :
http://iwww.cod.uscourts.gov/CJA_ Frame.htm
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Item 16. CLAIM FOR SERVICES AND EXPENSES

Item 17. PAYEE'S NAME AND MAILING ADDRESS, TAXPAYER
IDENTIFICATION NUMBER
(TIN), CLAIMANT'S CERTIFICATION AND CLAIM STATUS

Item 18. Item 18. CERTIFICATION OF ATTORNEY:

NOTE: For more information and detailed instructions for
the completion of the CJA Form 21, see the forms instruction on the
website:

The URL address is :

http://iwww.cod.uscourts.gov/CJA Frame.htm

After completion, scan the
document to create a PDF copy for
submission into CM/ECF

Section 4.3.3.4 CJA Form 31

Items 15 through 18 should be completed as necessary

Item 15. STAGE OF PROCEEDING

Item 16. CLAIM FOR SERVICES AND EXPENSES:

Item 17. PAYEE'S NAME AND MAILING ADDRESS, TAXPAYER
IDENTIFICATION NUMBER
(TIN), CLAIMANT'S CERTIFICATION AND CLAIM STATUS

Item 18. Item 18. CERTIFICATION OF ATTORNEY:

NOTE: For more information and detailed instructions for
the completion of the CJA Form 21, see the forms instruction on the
website:

The URL address is :

http://www.cod.uscourts.gov/CJA_ Frame.htm

After completion, scan the
document to create a PDF copy for
submission into CM/ECF

Section 4.3.3.5 Receipts Over $50.00

Any single expenditure claim greater than $50.00 must include a copy of the

receipt. If there are four expenditures greater than $50.00, each receipt must be

submitted.

If the receipts are small. You can
scan multiple receipts onto a single
8 %2 x 11 sheet.”

Section 4.3.3.6

Court of Appeals Memorandum (CJA 21/31)

If the pre-authorization was for a CJA 21/31 and the pre-authorization amount is
greater that $1600.00, a Court of Appeals (COA) Memorandum is required and

is usually sent to the attorney as part of the approval procedure.

If the payment request had a COA
Memorandum, it must be
submitted with the payment
reguest.

NOTE: If you did not keep a copy, lost the COA Memorandum, or need another one, contact the CJA staff. Stephanie
Matlock can be reached at 303-335-2011 and Nancy Rutledge can be reached at 303-335-2139.
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Section 4.3.3.7 Motion Required (Filed as an Exparte document)

Where required, you must also file any motions to the court for the following: If a motion is required, it is
considered the Main Document. All

« Claim exceeds statutory maximum of the other documents, such as the

« Claim filed 45 days past the disposition. CJA form, spreadsheet,/invoice,

»  Claim exceeds the pre-authorization amount. receipts, and COA Memorandum are

«  Claim exceeds the $500.00 and no pre-authorization attachments to the main

request was made. document.

» These Exparte motions are filed in CM/ECF by the attorney. Please refer to

the CM/ECF Users Manual to

assist you in correctly filing those documents.

NOTE: If you did not keep a copy, lost the COA Memorandum, or need another one, contact the CJA staff. Stephanie
Matlock can be reached at 303-335-2011 and Nancy Rutledge can be reached at 303-335-2139. You can also e-mail
them at cod cja@cod.uscourts.qov

Section 4.3.3.8 Re-submissions of a CJA 20/30/21/31 Payment Request.

When a problem/error is encountered in the review/audit process, attorneys are | The CHECKLIST must be submitted

generally notified via an e-mail and an attached CHECKLIST indicating what and a PDF document as an
corrective actions are required. additional attachment with the re-
submission.

NOTE: When a problem/error is encountered, attorneys MUST RE-FILE
the request, in its entirety, along with the CHECKLIST sent to the attorney. | NOTE: See Section 4.2.1 Quick
Tip (What to File) as a guide as to
what documents are needed for the
type of payment request being
submitted

Section 4.3.4 Filing the Payment Request

Again, as areference, please see Section 4.2.1 Quick Tip (What to File) as a guide as to what documents are
needed for the type of payment request being submitted

Section 4-2 Preparing Documents to Request for CJA Payments (CJA 20, 30, 21, 31) documented what
forms/documents are needed for filing. This section, 4.2.3 documents examples of the filing process.
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Frame 4.3.4-1 Filing a Payment Request.

NOTE: These series of examples depict the filing of a CJA 20/30 Payment Request.
where a motion is required

'he process for a CJA 30/21/31 and re-submissions are very similar with the exception of
using the correct CJA Form. Therefore, examples will not be shown.

Frame 4.3.4-2- Filing a Payment Request

Criminal Reports

Criminal Events

Motions and Related Filings
Motions

Eesponses and Replies

Other Filings
Walvers
Service of Process
Motices

Trial Diocuments

1

e e

Other Documents

1. Click on the

{Other Documents
link..

Frame 4.3.4-3 Selecting the event

Criminal Query Reports

Other Documents

Affiddanit —
Affiddanit - Rule 5

Amended Document (NOT kdotian)

Appendix

Bill of Particulars

Brief

Consentto Inspection of PS

Corporate Disclosure Statement
Errata
Exhibits

Expane Document
Gaovts Proffer b
Information to Establish Prior Conviction
Joinder
Ohjection (Other)

2.

From the “drop down”
box, select

wpane Document
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Other Documents

Frame 4.3.4-4 Selecting the event (continued

EExparte Document

et Clear |

" 3. . Click on the M

button.

Frame 4.3.4-5 Enter case number

Other Documents

Case Number

|DEcr4DDE « 99-12345, 1:9%-cv-12345, 1-99-cv-12345, 99cv12345, 0

Criminal

4., Enter the case number
Ly you wish to file in.

5.Click on the M

> button.

Other Documents

Adake dpnrapeiate releckions

Criminal OQuery

6. If the case has multiple
r  defendants, you will
need to check the
appropriate
defendant’s case

7. Click on the _Next |

button

Other Documents

Criminal

v, Duack et al

1: (S (1010 2-
ear |

8. After selecting the
case, another screen is
displayed. Click on the

M button
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Frame 4.3.4-8 Attaching

the PDF Document(s

Criminal

Other Documents
1:05-cr-04002-BWW 1S A v Quack et al

Select the pdf document (for example: C:419%cv501-21.pd
Filename

MNext | Clear

9. The PDF attachment
screen is displayed.

»10. Click on the

4|Eirl:uwse... button.

Frame 4.3.4-9 Selecting and Viewing the PDF file to upload

2| x|
Lock in: I [ My Documents LI € 5 =

Marme | Size | Type | Date Modi ~
T1pdf 17 KB Adobe Acro..,  6/27/2008
federal holidays . wpd 103 KB WordPerfe.,.  6/23/200€
T;Ducumentl.pdf A KB  Adobe Acro.,, S5/24/2006
[£] Lotusinstall.log 77 KR Text Docu... 5,/9,/2006
Frew save.pdf 045 KB Adobe Acro... 5/5/2006°
Fpart 1- pages 13-24,pdf 922 KB Adobe Acro... 5/5/2006°
Fpart 1- pages 1-12.pdf 431 KB Adobe Acro... 5/5/2006°
@ Sizsy.doc 26 KB Microsoft ... 4,/18/200¢
Knorr and Associstes.wpd 8 KB WordPerfe.., 4/12/200¢
wiyv-bus card.wpd 194 KB WordPerfe.,. 4/7/2006
= links3.pdf 10 KB Adobe Acro... 4/4/2006
= links2 pdf 10 KB Adobe Acro..  4/4/2005

e e | T links pof 14 KB Adobe Acro..  4/4/2006

! @DU and CL CMLdoc 29 KB Microsoft .., 3/30/200E «
. < | _>I_I
hdy File narne: I LI Opet I
] Files of type: IAII Files LI Cancel !
2

11 The File Upload

dialog box is
displayed to allow
you to view and
select the PDF
document you
want to submit.

Note: The court strongly
recommends that each
PDF document is opened
and reviewed before
submitting to the court.
This is the ONLY
opportunity for this
review to occur
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Frame 4.3.4-10 Viewing PDF documents before submitting to the court.

File Upload

| 12. Highlight the PDF

Look in: I L) My Documents LI € g A
Marme | Size | Type | Date ~
Select obe Acrobat 7.0 ... 6/27
feder rdPerfect 12 Doc...  6/23
Dot QOpen M
[l Lotus Open with &dobe Reader 7.0.7 SRS 519/ '
_ Fnew Prt be acrobat 7.0 ... 5454
sl T part : che scrobat 7.0 ... 5/5/4
T part | obe Acrobat 7.0 ... 5/54
. ) Sissy rrosoft vword Doc... 4718
Mo Dol B knorr N Netware Copy. .. ordPerfect 12 Doc.., 4412
vy Documents b .
: wy -k ] rdPerfect 12 Doc..,  4/7 4
= linksz O_F'E” I”ﬁ_“"m Y lbe Acrohat 7.0 ... 444/
= lirks= & ZipGenius P bohe Acrobat 7.0 ... 4044
r-.-1_|r| I::|:|r|'||:||_ﬂ_|3[ Z links'l b nhe Acrobat 7.0 ... 4IHI4IH:
o ar SER 1D rrosoft Word Doc.,..  3/30 &
ﬁﬁ 1 | Cut | 3
i-J ol
File name; i LI Open I
. Create Shortout |
Filez of tym - I Cancel
Delete %
Fename
Froperties

document you want to
view and RIGHT
CLICK  and select
(click) on

Open with Adcbe Reader 7.0.7

to open the PDF
document for
review.

Frame 4.3.4-11 Viewing PDF documents before submitting to the court - continu

2 Adobe Acrobat Professional - [cja motion-interim.pdf]
'Z]E\\e Edit “iew Document Tools Advanced Window Help

i

g @]CraatePDF B Secure - stgn - MAdvanced Editing -|
T [T select Tet - (@l |2 -3 @ 1% - @ ¢ 0% F [ HowTe? -
H e Ll H HE

P Fopen P [ sae (Pt @ Emal [ Search

- 1.»: Review & Comment  ~

IN THE UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF COLORADO

Case No. 05-cr-04002-EWN

UNITED STATES OF AMERICA,
Plaintiff,

V.

i Pages ' Lwers\‘_ S\gnatures\‘ Bookmarks

1. Joe Quack,
2. Lucy Quack,
Defendants

! Comments

CJA EX PARTE MOTION: REQUEST FOR INTERIM PAYMENT STATUS

ney Onack by and throuah nindarsianad canineal lack Yaa of tha law firm

)

13. Adobe Reader or
Adobe Acrobat will
open and display the
PDF document.

14\ Review the document
for completeness,
accuracy, and
uthentication as to

e correct document.

15. After review, click on

the Xl in the upper
right hand corner to
close out Adobe.

-40-




DISTRICT OF COLORADO
CJA FORMS MANUAL

VERSION 2.0
EFFECTIVE JuLY 17, 2006

Frame 4.3.4-12 Selecting the document for upload to CM/ECF

21|
Look jr: I h:'I My Documents ;I 0 1]' 0 F
Marme | Size | Type | Date I
ps 17 KB Adobe Acrobat ... 6275
federal holidays. wpd 103 KB wWordPerfect 12,  6/23/%
L Document1.pdf 6 kKB Adobe Acrobat... S5/24%
£ LatusInstall.lag 77 KR Text Document 5,/9,/20
_ Fnew save.pdf 9453 KB Adobe Acrobat ... 5/5/20
LD | nart 1- pages 13-24.pdf Se2 KB Adobe Acrobat ...  5/5/2C
T part 1- pages 1-12.pdf 431 KB Adobe Acrobat...  5/5/20
‘ @ Sizsy.doc 26 KB Microsoft word ... 4718/
knorr and Associates, wpd S KB ‘WordPerfect 12...

by Documents

wiy-bus card.wpd

T links3.pdf 10 KB
= links2.pdf 10KE  &d
= links.pdf 14

®0U and cU CM.doc

<
() B

A1l Files |

File name:

Files of type:

194 KB WordPerfect 12,

KB Microsoft Word ...

16. After clicking on the

X! from Adobe,
you are returned to
the

File Upload

dialog box of
CM/ECF.

17. The PDF filename is
populated in the

File narme: box

18. Cligk on the

button and the PDF
file name will
populate the

Filename .y
in CM/ECF.

Criminal

Other Documents
1 05-cr-04002-BEVW USA v, Quack et al

Select the pdf document (for example: Dews01-21.pdf).

Filename

|C:RD|:||::uments and Settingsilsenbdy O Browse. .

Attachments to Document: B3

Note: At this point, we
have identified the “main
document to be submitted
to CM/ECF. In this
example, we've indicated
the “motion” as the main
document

19. There are no other
documents to attach,
so Click on the

> Mext |

Button
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Frame 4.3.4-14 Final Review Screen

Criminal utilities:

Query

Other Documents
1:05-cr-04002-EWVVT S A v, Quack et al

Docket Text: Final Text
Exparte Document (Yee, Jack)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further

opportunity to modify this transaction if you continue.

Clear

MNext

the docket text will
read.

[R=

21.Click on the

button.

20.The last screen in the
process is displayed.
You can review what

Frame 4.3.4-15, The NEF (Notice of Electronic Filing)

Criminal Query

3
Other Documents
1:05-cr-04002-EWN USA v, Quack et al

Reports

U.S. District Court [TRAIN]
District of Colorado [TRAIN]

Notice of Electronic Filing

The following transaction was received from Yee, Jack entered on £/28/2006 at :01 AM MDT and filed on 6/28/2006
Case Name: USA v, Quack et al

Case Number: 1:05-cr-4002
Filer:

Document Number: 2

Docket Text:
Exparte Document (Attachments: # (1) Exparte Attachrit

The following document(s) are associated with this transaction:

Document description: Main Document
Original filename:n/a

Electronic document Stamp:

[STAMEF deecfStamp_ID=1071008658 [Date=6/28/2008] [FileNumber=75903-0]
[6a7f3833B60777e 0c67f224ba33252486bbd780eh 3548 4fab Sc5dchepfa2dbb 4df 149
dhc2as5554d%a9fBhheedc2560d 2efaleSchaech 480h 169178211 12 5dda]]
Document description: Exparte Attachment 1

Original filename:n/a

Electronic document Stamp:

[STAMEF deecfStamp_ID=1071008655 [Date=6/28/2008] [FileNumber=75503-1]
[70ad423e8f thaO0h3aadeffIc62145d854cf45Thef AdBEB1fB03cdBB0B04a 7 Thag5a6e
1d1eabf%c359dchSde 3c1hOoedf Tfae 747550 0b 74557 6f89850bd 93481]]

1:05-c1-4002-2 Notice will be electronically mailed to:

Chris Wagner chris vagner@cod.uscourts. gov, cod_aty@yahoo, com <\>

Jack Yee jack yee@cob.uscourts.gov

1:05-c1-4002-2 Notice will be delivered by other means to: <\>

The Docket entry looks like:

06/29/2006 ‘ E‘ Exparte Document (Yee, Jack) (Entered: 06/29/2006)

22. The NEF displayed
indicate the
transaction is
complete and has
been entered onto

the docket.

The NEF provides the
Mllowing information t
the filer:

—28. Date and time
entered/filed.

4. Link to docket
Sheet.

25. Link to the

document

Docket text

26. Electronic
document
stamp for each
document attache
27. Who will be serve

electronically

28.Who will be served
other means.

29. Display of the

)

docket entry for the

entry.
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Frame 4.3.4-16 The Court Process

e The court will also be notified as to your filing of the Exparte document and
attachments.

e The court will review the filing.

e If there are errors/problems from the initial review/audit, a CHECKLIST is marked
up to indicate to the attorney what corrective actions are necessary for the request
to move to the next step in the payment approval process. An e-mail is sent to the
attorney along with a PDF copy of the CHECKLIST.

NOTE: If the attorney receives such and e-mail, THE CHECKLIST and all of the
documents must be re-filed into CM/ECF. The CHECKLIST must also be submitted
as an additional attachment.

e |If there are no errors from the review/audit, the process is started to obtain the
signatures/approvals necessary to generate the payment from Washington DC.

e Once all of the approvals are done, the payment will be processed for payment
from Washington DC.

e Court staff will also docket an Exparte Document entry into CM/ECF noting the
payment has been established for payment.

Attorneys will not be able to view the document from the NEF. The payment check will be
mailed from Washington DC.

NOTE: If there are questions, contact the CJA staff. Stephanie Matlock can be reached at
303-335-2011 and Nancy Rutledge can be reached at 303-335-2139. You can also e-mail
them at cod cja@cod.uscourts.qov

Frame 4.3.4-17
Remember, the above examples are for the filing of a CJA 20 with a motion.

The filings of the following are very similar in the docketing steps,. so further examples will
not be documented.

Again, as areference, please see Section 4.2.1 Quick Tip (What to File) as a guide as
to what documents are needed for the type of payment request being submitted
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Chapter 5
CJA Form 24 Authorization & Voucher for Payment of Transcript

5.1 The CJA Form 24 Authorization and Voucher for Payment of Transcript

Frame 5.1-1 CJA Form 24 Authorization and Voucher for Payment of Transcript

T 24 SUTHORIZATION 4ND VOUCHER FOR PATMENT OF TRANSCRIPT (Rev. 589) Pullu p CJAForm 24 in
. CIR.DISTJDIV. CODE 2. FERSON REPRESENTED [VOUCHER NUMEER
WordPerfect or Word
[. MaG. DET/DEF. HUMEBER W.DIST. DET.DEF. HUMEER F APPEALS DET./DEF. NUMEER B.CTHER DET. NUMEBER from
(1. 1N CASEMATTER OF (Cose Mome) . PATMENT CATEGORY . TYPE PERSON REPRESENTED 10. REFRESENTATION TYPE www.cod. uscourts.gov
elony atty Offense dult Defendant ppellant (See Instructions)
isdemeanor ther venile Defendant ppellee Com p|e'[e the CJA
ppeal ther: .
11. OFFENSE(S) CHARGED (Cite U5 Code, Title & Section) [ move than ane affenss, list (up to five) major affenses charged ascovding to sevenity of affense. Form 24 :in WORD or

WordPerfect.

REQUEST AND AUTHORIZATION FOR TRANE CRIFT
12. PROCEEDING I WHICH TRANSCRIFT [5 TC BE USED (Describe brigfly)

Box 2 Person
Represented

13, PROCEEDING T BE TRANSCRIBED (Thescribe specifically). MOTE: The trial manseripts ave not 1o include prose cution opexing statement, defense opewing statement,
prosseution argument, defense argument, prosecution rebuttal voir dive or jury instructions, unless specifically authorized by the Cownt (5ee Fem 14).

Box 3 or 4 Case

1. SPECIAL AUTHORIZATIONS TIDGE TRITTALS Number
4. hpportioned Cost % of Trarsenptwith (Gve case name and defendant)
B, Fxmdited _ Daly _ HowrlyTramsenpt _ Realtime Unedited Transcript Box 7 In Case/Matter
C._ Prosecution Opening Statement  Pmserution drgument  Proserutinn Rehuttal
__ Diefense Opering Satement _ Defense Armument __ WVoirDire _ Ty Instructions
D. Inths nmlt-defendant case, commercial duplication of transeriptwill impede the delivery of accelerated transeript sevvices to B oX l 1 Oﬁe nses
persons
proceeding under the Criminal Instice & o, Charged
15, ATTORNET'S STATEMENT 16.COURT ORDER
s the attomey for the person represanied who s named shove, [ hershy aftim Financial ebgibality of the personrepresented having be enestah lished to H H
that the transeript request 15 neces sary fhr adequate representation. 1, therefore, the Court’s satisfaction, the mthorization requested n lem 15 15 hershy B O_X 12 Proceedin gm
request anthorzation to cbiain the transeript services at the expense of the granted. which
Trated States pursiant to the Crminal Justice det. transcrlpt |s to be used .
Siznature of Presiding Tudieial Officer cr By Order of the Conrt
Signature of Attowmey Dite Box 13 Proceeding to
Tt of Ot Fure Fro Tane Date be
Frited W ae transcribed
Talephone Humber: 3
Theeeel Blccmraen Todeiene ] hbdcemeeen T T LI BOX 14 SpeC|a|
authorization

Box 15 Attorney’s
statement

When you are done,
you must convert the
Word/WordPerfect
document to a PDF
document.

NOTE: Wherever
possible, the court
recommends PDF
documents be created
via software
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Frame 5.1-2 Filing a CJA 24 Transcript Request

Criminal Events

Motions and Related Filings
blotions
Eesponses and Eeplies

Other Filings
W aivers
Service of Process
Motices

Trial Documents

Query

Reports

1. Click on the
Other Documents
link..

Frame 5.1-3 Selecting the event

Criminal

Other Documents

Afficlznit —
Affidavit- Fule 5

Amended Document (NOT Motion)

Appendix

Bill of Particulars

Brief

Consentto Inspection of PSI !

Errata

Exparte Document

Govts Proffer

Information to Establish Prior Conviction —
Joinder

Sl

Query .

Reports

2. From the “drop down”
box, select

Framé 5.1-4 Selecting the event (continued

z Civil » Criminal
SECF

Other Documents

|cla2d K

e D

Query

Reports

" 3. . Click on the M

button.
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Other Documents

Case Number

Frame 5.1-5 Enter case number

|o5cra00z

[t

Clear |

Criminal

99-12345, 1.99-cw-12345, 1-99-cw-12345, 39cv12345, or 1:99cw124345

4., Enter the case number
Ly you wish to file in.

Click on the M

> button.

Frame 5.1-6 Select the defendant case for filing

Other Documents

LAREE GETIIREE FESE Ry

(05-cr-0A002-EVE
v 1N5-cr-0

defendants

ERFI-2 - Lucy Quaclk

Criminal

OQuery

=~ JToe Cmack

. If the case has multiple
defendants, you will
need to check the
appropriate defendant’s

case
7. Click on the M
button

Criminal

Query

Other Documents

v, Duack et al

1: (S (100 2~
ear |

8.After selecting the case,
another screen is
displayed. Click on the

Mext | putton

p

Frame 5.1-8 Attaching

the PDF Document(s

Criminal

Query

Other Documents

1 05-cr-04002-BEATN LS A v, Qiuack et al

Select the pdf document (for example: CA19%9cw501-21. pdf).

Filename

Attachments to Document: ©~ ko

[l et I Clear I

9. The PDF attachment
screen is displayed.

10. Click on the

Browse... |button.
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Frame 5.1-9 Selecting and Viewing the PDF file to upload

File Upload 7 x| 11.The File Upload

Laak jn: IE} typ Documents LI QT [ d?alog box is
displayed to allow
Mame | Size | Type | Diate Modi ~ you to view and
= 1pdf 17 KB Adobe Acro... 6/27,/200¢ select the PDF
federal holidays. wpd 102 kB WordPerfe...  6/23/2006 document you
= Documentl.pdf 6 KB Adobe acro.. S/24/2006 want to submit.
[Z] LotusInstall.lag FPER TextDocu..  5/9/2006:
T new save.pdf 948 KB Adobe Acro... S5/5/2006° Note: The court strongly
= part 1- pages 13-24.pdf 522 KB Adobe Acro... 5/5/2006 recommends that each
= part 1- pages 1-12.pdf 431 KB Adobe Acro... 5/5/2006° PDF document is opened
| Sisey.daoc SR KB Microsoft...  4/18/200¢ and reviewed before
M Dosuments Knorr and Associates. wpd 8 KB wWordPerfe... 4/12/200¢ ?ﬂ?;nilgl?t?et%mﬁfourtl

s wy fy-bs card.wpd 194 KB WordPerfe.,,  4/7/2006 ; ; :

= links3.pdf 10KE Adobe Acro.. 4/4/2006 opportunity for this
g B = links2.pdf 10KB Adobe Acro... 4/4/2006 review to occur

e e | T links. pdf 14 KB Adobe Acro..  4/4/2006

! @DU and U Ch,doc 29 KB Microsoft .., 3/30/200E
Tl | _»|—I
File name: I ;I Open I
Files of type: |x1'«|| Files LI Cancel

Frame 5.1-10 Viewing PDF documents before submitting to the court.

File Upload 2| x|
- - - - i T
Losk in: | (3 My Documents =X 12. Highlight the PDF
Marne | Size | Twpe [pate =] | 1w dpcument you want to
w celect obe Acrobat 7.0 ... 1 view and RIGHT
feder brdPerfect T B/23 CLICK and select
% Docul open < crobat 7.0 ... 5/24 (click) on
=| Lotus Ao it Adobe Beoader 7 M1 7 t Document 5,0, - o -
= o < |._.|n=er| with Adobe Reader 7.0.7 be Acrobat 7.0 ... 55 '...'[:IET'I "."'."|t|'-| .'2'.|j|:||:|E! FIE'I:“-]E'[ 7
Fopart : Fis obe Acrobat 7.0 ... 55545 !
Fpart I oean for Viruses, obe Acrobat 7.0 ... 5/5/ to open the PDF
M Sissy rrosoft word Doc,., 4418 docgment for
knorr M Metiwlare Copy... brdPerfect 12 Doc.., 4412 review.
i fyr -k ) ordPerfect 12 Doc...  4/7/%
= links= Open With * bbe scrohat 7.0 ... 4740
= linksz B ZipGenius Y bobe Acrobat 7O ... 44440
= links.| obe Acrobat 7.0 ... 4744
BoU ar SEe U ' rrosoft Word Doc,.,  3/30 +
[«f  cw 1 »
Co
File nare: = ;I Open I
' Create Shortout I
Files af tum - I Cancel
Delete e
Rename
Properties
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PDF documents before submitting to the court - continued

Adobe Acrobat Professional - [cja-24-request.pc
Z] Eile Edit Yiew Document Tools Advanced Window Help

i X P Hl = % ﬁ E E] Creste FOF = v—'_l Review & Comment - B Secure - ESign - m -
| ) Thssetron - @I - ) ][] ©@e% - @ F0F D

Frame 5.1-11 Viewing

A'%

=§ Howy Ta. 7 -

CJA 24 AUTHORIZATION AND VOUCHER FOR PAYMENT OF TRANSCRIPT (Rav. 574)
T CIFDIS T DIV CODE £ PEFS0N FEFFECENTED TOUCEER. NUNBER
cox Lucy Quack
[ TI5T DR T DEF. RUMBER [-APPEALS DET/DEF NUMBER. 5
05-cr-03002-EWN-1

T 1N CASEMATTER OF (e amw) |3 DATMENT CATEGORY  TYDE PERSON REPRESENTED 10 REPRESENTATION T YPE
Felomy X - Offense Aidul Defendamt X Appellant (Tew Jesrrucrions)
USA v Quack, et al Pelisdemeanor venile Defendamt Appelles cC

lappeal her
] L. OFFEMSE(S) CHARGED (Cite U.S. Code, Tite & Secoon) Jfmora than one offonze, Iz (i o fve) mgjor affimses chavped, according to sevariy qf affenze.
FRALD BV PRE RADIO, OR TELEVISION ’Ef[-a;!
|

11 PROCEEDING IN WHICH TRANSCRIPT IS TO BE USED (Describe Srighy)
Mlotion Hearing to prepare for trial

13. PROCEEDDNG TO BE TRANSCRISED (Dvrcribe specgfically). NOTE- The rrial ranscripis are nod o mclics prosecufion openimg staamen, dgfinse qpaning statemarn,
iprosecution ansument, St ey, prozequsion rebural, vour dine or fury Irrructions, wnless specifically mutiorizad By the Cort (vee Item 14).
Modion Hearing on 4753006

La}rers\{ Signatures \{ Bookmarks

JUDGE™S INITIALS

14 SPECIAL AUTHORIZATIONS
X

A Apparioned Cost %% of Transcript with (Give case name and defindans)

-B. X Eopedited _ Daily _ Fourly Toamscript Pt Unadited Trmscrpt
C. __ Prosecution Opendng Smtement  _ Prossomion Argument _ Prosscution Rebuial
__ Defense Opaning Smnement  Defanse Argumemt ___ Voir Dire _ Jury Insmactions

D. Tmtn ‘multe-dafendant case. mmﬂaldup_mm uf1mcnm will oy impede the delivery of accalerated manscript semvices o

wncaaim.mim'be Crimina] Justics Act.
13. ATTOFNEY S STATEMENT
As the amomey for the person represensad who is named above. T hersly affimn
that the transcript Tequest is necessary for adequate representation. L therefore,

16. COURT ORDER.
Financial eligihiliny of the person represented having besn estaiblished w
the Court's satisfaction. the authorzation requested in Item 15 is hereby

comments

13. Adobe Reader or
Adobe Acrobat will open
and display the PDF
document.

4. Review the
document for
completeness, accuracy,
and authentication as to
the correct document.

15. After review, click

on the Xl in the upper
right hand corner to
close out Adobe.

Frame 5.1-12 Selecting the document for upload to CM/ECF

File Upload
3 [N e N

Look in; IE} process charts

&v

M| nalysis. doc

2= analysis.pdf

L-E. audit Tirme.doc
ld cia24_wp.owpd

- Cja-24-request.pdf
=] C14- 20- angoing.vsd

=] Cl4- 20- process.ved

= C14- 20- process-hybrid.ved

=] Cl4- 20- process-manual.vsd

= Cl4- 21- process.ved

= C14- 21- process-hybrid.ved

=] Cl4- 21- process-manual.vsd
=] C14- 24- process.ved

14~ 30-31 payment process.vad
=] C14- 20- process.ved

ky Documents

"

kdy Computer

File name:

Cancel

Lef Lo

Filez of type:

\

16. After clicking on the

X! from Adobe,
you are returned to
the

File Upload

dialog box of
CM/ECF.

17. The PDF filename is
populated in the

File name: box.

18. Click on the

button and the PDF
file name will

populate the
Filename
in CM/ECF.

box
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Frame 5.1-13 docketing- continued

Criminal Query

Other Documents
1:05-cr-04002-BM 1S A v Quack et al

Select the pdf document (for example: C:A19%cw501-21.pdf).
Filename

Note: At this point, we
have identified the “main
document to be submitted
to CM/ECF. In this
example, we've indicated
the “motion” as the main
document

1L19. There are no other
documents to attach,
so Click on the

et |
Button

Criminal utilities:

Query Reports

Other Documents
105 cr-04002-EWWH LIS A v Quack et al

Docket Text: Final Text
Exparte Document (Yee, Jack)

Attention!! Pressing the N tton on this screen commits this transaction. You will have no further
T is transaction if you continue.

20. The last screen in the
process is displayed. You
can review what the
docket text will read.

21. .Click on the . Mext
button.
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Criminal Query . Reports . Utilities

dther Documents
105 cr-04002-BEWN USA v Quack et al

U.S. District Court [TRAIN]

District of Colorado [TRAIN]

v

<
<«

Jotice of Electronic Filing

The following transaction was received from yee, jack entered on 7/5/2006 at 3:07 PM MDT and filed on 6/26/2006

Zase Name: USaA v, Quack et al
Zase Number: 1:05-cr-4002
Filer:

Document Number: 10

Docket Text:
ZIA 24 (yee, jack)

The following document(s) are associated with this transactiol

Document description:Iain Document
Original filename:n/a
Electronic document Stamp:
[STAMEP deecfStamp ID=1071006655 [Date= 006] [FileMumber=75%03-0]
[6a7f3833860777e0ca7f224ba325a486bbd78%eh 3545417 bedfazdbb4df1d9
dbc2a55554d%a9f8bbeedc2560d3efabeSchaech 480b 16917821 1e5
Document description:Exparte Attachment 1

Original filename:n/a

Electronic document Stamp:

[STAMEP deecfStamp ID=1071006655 [Date=6/28/2006] [File Nurnh er=75503-1]
[70ad4a3e8f 1bad0b3aadeffIc62145d854cf 45 7h ef 4d B8 1f809cdBB0B0Ma 7 ?hap5ate
1d1leabf9c399dch5de3cibifedf Hae 747550k 74557 6f 808000 d93481]]

1:05-c1-4002-2 Notice will be electronically mailed to:

22. The NEF displayed to
indicate the
transaction is complete
and has been entered
onto the docket.

The NEF provides the
following information to
the filer:

i 23. Date and time
entered/filed.

" 24. Link to docket
Sheet.

25. Link to the document
Docket text

26. Electronic document
stamp for each
document attached.

b

27. Who will be served

&
<

Chris Vagner chris_vagner{@cod.uscourts.gov, cod_aty@yahoo.com

Jack Yee jack yee@cob.uscourts.gov

S

1:05-cr-4002-2 Notice will be delivered by other means to:
The Docket entry looks like:

06/26/2006 ‘ 210 ‘ Cla& 24 (yee, jack) (Entered: 07/05/2008)

4—

electronically

"28.  Who will be served
by other means.

—89. Display of the docket
entry for the entry.
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Frame 5.1-16 The Court Process
e The court will also be notified as to your filing of the CJA 24 Transcript Request.
e The court will review the filing.

o If there are errors/problems from the initial review/audit, you will be contacted by
phone or e-mail. You will have to re-submit the CJA 24 as a new filing.

e Once all of the approvals are done, the payment will be processed for payment
from Washington DC.

e Court staff will also docket an Exparte Document entry into CM/ECF.

Attorneys will not be able to view the document from the NEF. The payment check will be
mailed from Washington DC.

NOTE: If there are question as to the transcript and the approvals for a transcript,
contact charlotte Hoard at 303-335-2100 or Lucy West on 303-335-2099

NOTE: If there are questions as to the PAYMENT, contact the CJA staff. Stephanie
Matlock can be reached at 303-335-2011 and Nancy Rutledge can be reached at 303-335-
2139. You can also e-mail them at cod cja@cod.uscourts.gov

Frame 5.2-1 CJA 24 Re-submission

If you are notified as to an error, you will need to re-submit the CJA 24 request as another
filing..
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Chapter 6
CJA 23 Financial Affidavit

6.1 The CJA Form 23 Financial Affidavit

If an attorney needs to file a CJA Form 23- Financial Affidavit, it is usually required when a motion is filed requesting
appointment of CJA counsel. The motion filed is usually a public document and can be viewed by opposing counsel as
well as by the public. The CJA Form 23 — financial affidavit is considered a private document and should NOT be filed
as an attachment to the motion (or any other public document.) Therefore, the CJA Form 23 must be filed as a Sealed
Document in CM/ECF.

NOTE: These examples are for the filing of the sealed document (CJA 23). The motion should have been filed before
the filing of the sealed document.

Frame 6.1-1 Selecting the Sealed Document Event

Criminal Query Reports 1. Click on the
Cther Documents

link..

Criminal Events

Motions and Related Filings
blotions
Eesponses and Eeplies

Other Filings

W aivers

Service of Process
Motices

Trial Documents

£ 1o JaemepmeiiC 11 { 5

Oither Diocum e
2

Criminal Query

Other Documents

2.. Click on the

[ <]

Exparte Docurment
Joinder

Jury Demand event.
Letter

Ohjections

Ohjections ta Answer to Wit
Proposed Bill of Costs
Proposed Pretrial Order
Proposed Scheduling Order
Proposed Supersedeas Bond
Recervers Financial Report

Feply

Fesponse

Fesponse to Order to Show Cause
Safisfaction of Judgment

Settlement Agreement
otate Court Records

[ TR
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Frame 6.1-3 The Sealed Document event, continued

Criminal

Other Documents

|Sealed Docurment

3. . Click on the M

button.

Frame 6.1-4 The Sealed Document event, continued

Criminal

Other Documents

Case Humber
|os-300¢]

: Ne:d} Clearl

99-12345, 1:9%cx= TFET9-cv-12345, 99cv 12345, or 1:99cv12345

4. Enter the case number
you wish to file in.

Ly
Click on the _Next |
button

Frame 6.1-5 The Sealed Document event, continued

Criminal

Query

Other Documents

5. After entering the case
number and clicking

M , another screen is

displayed.

6. Click on the _Next |

1:05-cv-02002-E% N Doright v, Sinister
[ et ear '

" | button

Frame 6.1-6 Selecting and viewing the PDF document

Criminal

OQuery

Other Documents
1:05-cwv-02002-BEWvW Dioright w. Sinister

Select the pdf document i(for example: C:h19%cw501-21.pdf).
Filename

Attachments to Document: © Mo

[RI=Fas I Clear I

7. The PDF attachment
screen is displayed.

8 . Click on the

Browse... |button.
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Frame 6.1-7 Selecting and viewing the PDF document, continued

Deskto p

/.

™

kdy Computer
-
b 1

File Upload

Look in; I I new-pdis

21X

JE3 e W S e

T cr-attachment_1.pdf

E cr-brief_suppart.pdf

T cr-exhibit_a.pdf

T cr-mation_supress. pdf

L cr-proposed _order . pdf

T cv-answer_complaint. pdf

T cv-attachment_1.pdf
 cv-brief_suppart.pdf

T cv-exhibit_a .pdf

L cv-mation_protective_order pdf
- cv-proposed_order.pdf

" mation for cja appointment-circle.pdf

File name: I

Files of twpe; Iﬁl'«ll Files

=
=

Open

'

Cancel

b

9. The File Upload

dialog box is
displayed to allow
you to view and
select the PDF
document you
want to submit.

Note: The court strongly
recommends that each
PDF document is opened
and reviewed before
submitting to the court.
This is the ONLY
opportunity for this
review to occur

Frame 6.1-8 Opening the PDF document for viewing

File Upload

Look in: I |9 new-pdis

Desktop

L

by Documents

2 x|

= cv-pu & Internet Explarer

= Qe E
pcja2 et
= r-al Select
= cr-br
= ore Open
= - Frint
Ecr-pr Scan for Yiruses...
Lcv-al
o ov-a N Netware Copy...
= cv-hu
palm  Cpen \With £ Adcbe Acrobat 6.0
T ov-rr & ZipGenius v & Firefox

AN

C
F

10. Highlight the PDF
document you want to
view and RIGHT CLICK

Iand select Elick) on

B8 Adobe Acrobat 6.0

T to open the PDF
document for
review.

Note: Your PC may

= gt oend To display something
- Choose Prograrm... different. The bottom line
cut is to open the PDF
Copy document so you can view
before submitting.to the
Create Shartcut court. This is the ONLY
File name  Delate -] Open I opportunity for this
Flesofy, Rename = Cancel eule posell
%
Properties
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Frame 6.1-9 Viewing

the PDF document

B2 Adobe Acrobat Professional - [cja23.pdf]

% File Edit View Document

Tools  Advanced  Window Help

[Popen @ seve (et (B Emal P Search

~ T createPOF ~ ) Review & Comment ~ () Securs -

A stn + [ ] Advanced Edting ~

’Tj]:j-]saemen - & | @ -] @ 18%

- ® [ [ e -

FINANCIAL AFFIDAVIT

~cian
Rev. 5198 IN SUPPORT OF
INUNITED STATES O MAGISTRATE 0 DISTRICT
N THE CASE OF
FOR
| Doright VS, UsA

JWEST FOR ATTORNEY. EXPERT OR OTHER COURT SERVICES WITHOUT PAYMENT OF FEE
O APPEALS COURT or

T OTHER PANEL (Specify below)

AT

I rages fi Lavers “§_Sionaturss g Bookmarks

f commerts

A

CHARGE/OFFENSE (dezcribe if applicable & check box =) T Felozy

‘i\rLIOY_ earn per month? §

PERSON REPRESENTED (Show your full name)

O Misdemeanar

Are you now employed? [J Yes
Name and address of employer:

O No

|LOCATION NUMBER

1 O Defendamt—Adult DOCKET NUMBERS
O Defendant - hrvenile Magimate

3 O Appellmt

4 O Probation Vielator District Court

5 O Parole Violator .

6 O Habeas Petitioner T o

7 O 2255 Pefitioner
8 O Material Witness
9 O Other

[0 Am Self-Employed

IF YES, how much do you

IF NO. give month and year of last employment
How much did you earn per month? §

IF YES, how much does your

| If marnied 1s your Spouse employed?
Snanse earn ner month? §

O Yes

]

No
If a minor under age 21, what is your Parents or
Gnardian’s annrnximata manthly incoma? €

Frame 6.1-10 Selecting the PDF document to upload

File Upload

Loak in: I =3 new-pdis

=l o2 E

11.

12

Adobe Reader or
Adobe Acrobat will
open and display the
PDF document.

. Review the document

for completeness,
accuracy, and
authentication as to the
correct document.

After review, click on

the Xlin the upper
right hand corner to
close out Adobe.

=t cr-attachment_1.pdf
= cr-brief_support.pdf
L cr-exhibit_a.pdf

=L cr-motion_supress.pdf
= cr-proposed_order. pdf
= cv-answer_complaint.pdf

= cv-attachment_1.pdf
. cv-brief_suppaort.pdf
T cv-exhibit_a pdf

= cv-mation_protective_order. pdf

=t cv-proposed_order pdf

= maotion for cja appointment-circle.pdf

File name:

Files of twpe:

I.-’-'-.II Files

14.

15.

16.

After clicking on the

E from Adobe,
you are returned to
the

File Upload

dialog box of
CM/ECF.

The PDF filename is
populated in the

File name: box.

Click on the

button and the PDF
file name will

populate the
Filename |y
in CM/ECF
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Frame 6.1-11 Uploading the PDF document

Criminal

Other Documents
1:05-cv-03002-BEVWN Doright v. Sinister

Select the pdf document ifor exa cv501-21.pdf).

Filename

IT:“-,ExternaI Trainingynew-pdfshcjad.pe - Browse.. |
Attachments to Document: * No © Yes

[t Clear

17. After clicking on the

putton,

the file name is
populated in the

Filename .y of
CM/ECF.

Note: At this point, we
have identified the “main
document to be submitted
to CM/ECF. In this
example, we've indicated
the “motion” as the main
document

18. There are no other
documents to attach,
so Click on the

M button

Frame 6.1-12 Selecting the filer

Criminal

Query

Other Documents
1:05-cy=-03002-EYN Daoright v. Sinister

Select the filer.

Daoright, Dudlesy [Flaintiff

+*

Reports

19. The next screen
displayed allows us to
select the filer.

20. Click on the party filing
the document. In this
example, click on
Dudley Doright.

|21 Click on the _Next |

button.

Criminal

Other Documents
1.05-cv-03002-EWW Doright v. Sinister

P

Query

Reports

»
»

Mt "Clear |

22. After clicking the

Mext | putton,
another screen is
displayed.

23. Click on the _Next |

button
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Frame 6.1-14 final screen review

Criminal Query

Reports

Other Documents
1:05-cy-03002-BEWN Doright v, Sinister

Docket Text: Final Text

SEALED DOCUMENT by Plaintiff Dudley Doright. (Yee, Jack)

24. The last screen in the
process is displayed. You
can review what the
docket text will read.

,25. .Click on the __MNext

button.

Other Documents
105-cv-03002-EVWM Doright v, Sinister

Naotice of Electronic Filing

The following transaction was received from Yee, Jack entered on 7/13/2006 at 7:40

Criminal Query

Reports

U.S. District Court [TRAIN]

District of Colorado [TRAIN]

Case Name: Dioright v, Sinister
Case Number: L05-cv-3002  <—
Filer: Dudley Doright

Document Number: 5

Docket Text:

SEALED DOCUMENT by Plaintiff Dudley Doright. (Yee, Jack)

The following document(s) are associated with this transaction:

Document description: Main Document
Original filename:n/a
Electronic document Stamp:

[STAMP deecfStamp ID=1071008658 [Date=7/13/2006] [File Number=76002-0]
[27945e92c3beec7dBdbbi60caa7082880f0f 323 1e 1960dfd2e 1hfe7h9d7dd9633dh5T
4242e3d 74668 1f09a0fefShadef90e2d0dcd2a5eas914e 190%eb 15 ccd0]]

1:05-cv¥-3002 Notice will be electronically mailed to:

Chris Vagner

Jack Yee jack yee(@cob.uscourts.gov

chris_vagneri@cod.uscourts. gov, cod_aty@yahoo.com

1:05-cv-3002 Notice will be delivered by other means to:

07/13/2008 SSEALED DOCUMENTh
} <4—

»

o

/V

laintiff Dudley Doright. (Yee, Jack) (Entered: 07/13/2006)

26. The NEF displayed to
indicate the
transaction is
complete and has
been entered onto the
docket.

The NEF provides the
following information to
the filer:

27. Date and time
entered/filed.

28. Link to docket
Sheet.

29 Link to the document
Docket text

30. Electronic document
stamp for each
document attached.

31. Who will be served
electronically

32. Who will be served by
other means.

33. Display of the docket
entry for the entry.

Note: the “Sealed
Document entry
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Frame 6.1-5 The Court Process

e The court will also be notified as to your filing of the Sealed Document.

e The court will review the filing.

o If there are errors/problems from the filing, you will be contacted by phone and
instructed as to what must be done.

Note: this is just the CJA 23. A motion should have been filed to request the CJA
appointment. This filing of the sealed document is a support document for the motion.

Attorneys will not be able to view the document from the NEF.
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Chapter 7
Violation Notices (Petty Offenses) and CJA Counsel

7.1 Violation Notices

A Violation Notice is issued to a person on federal property by federal authority, such as a Park Ranger,
Military Police, or Federal Protective Service, etc. when an alleged violation has occurred. Depending on the
violation, incarceration may be the outcome if the party is found guilty. In those cases, and where warranted,
CJA counsel may be appointed to defend the party receiving the Violation Notice.

5.2 Central Violations Bureau

When a Violation Notice is issued, the central record keeping is the responsibility of the Central Violations
Bureau (CVB). Therefore cases that are initiated and terminated as a CVB case, the case is never entered
in the district court database (CM/ECF). However, there may be occurrences where CJA counsel has been
appointed to represent a party in a Violation Notice case. In those situations where the case is initiated
and terminated as a CVB case, the CJA 20, CAJ 21 will ALWAYS be handled in paper.

5.3 CJA Processing

If CJA counsel is appointed in a Violation Notice case, there are two possible situations as to how CJA
appointed counsel will process CJA related forms.

The forms involved are:

CJA 20 - Appointment CJA 20 - Request for Payment
CJA 21 - Pre- Authorization CJA 21 — Request for Payment

Scenario 1 Case Initiated and Terminated as a CVB case

Frame 7-1 The Court will mail/fax CJA 20 Appointment Form to CJA counsel.
CJA 20 Appointment

Counsel will need to keep form to complete when requesting payment.
Frame 7-2 1. Counsel must hand
CJA 20 Payment Request complete the CJA 20 received from the court.

2. Counsel must complete and print the WordPerfect or Excel
Spreadsheet for costs, etc.
Counsel must submit all receipts greater than $50.00

3.
4. Counsel mails the items to the court for processing.
1

Frame7-3 . Counsel must
CJA 21 Pre-Authorization electronically or hand complete the CJA Form 21 and print.
Request 2. Counsel must prepare and print a motion requesting approval of the
pre-authorization.
3. Counsel mails the items to the court for processing.
Frame 7-4 1. Counsel must
CJA 21 Payment Request hand completes the CJA Form 21 authorization received from the court.

2. Counsel must complete and print the Excel Spreadsheet for costs, or
the invoice for services.

3. Counsel must submit all receipts greater than $50.00.

4. If counsel received a Court of Appeals Memorandum with the pre-
authorization, the COA Memorandum must also be submitted.

5. Counsel shall mail the items to the court for processing.
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Frame 7-5
Re-submitted CJA 20
Payment Request

Generally, a checklist is sent to counsel indicating what corrections are
needed for re-submission.

Counsel must make the corrections and submit ALL of the items listed in
Frame 6-2 and the checklist.

Counsel mails the items with the corrections requested to the court for
processing.

Frame 7-6
Re-submitted CJA 21
Payment Request

Generally, a checklist is sent to counsel indicating what corrections are
needed for re-submission.

Counsel must make the corrections and submit ALL of the items listed in
Frame 6-4 and the checklist.

Counsel mails the items with the corrections requested to the court for
processing.

Scenario 2 Case Initiated as a Violation Notion but an Information is
filed thus allowing the case to be opened as a mj (magistrate) or po
(petty offense) case in the district court database (CM/ECF)

Frame 7-7 Same as the process and procedures documented in Chapter 2 of this
CJA 20 Appointment document.
Frame 7-8 Same as the process and procedures documented in Chapter 2 of this

CJA 20 Payment Request

document.

Frame 7-9
CJA 21 Pre-Authorization
Request

Same as the process and procedures documented in Chapter 3 of this
document.

Frame 7-10
CJA 21 Payment Request

Same as the process and procedures documented in Chapter 4 of this
document.

Frame 7-11
Re-submitted CJA 20
Payment Request

Same as the process and procedures documented in Chapter 4 of this
document.

Frame 7-12
Re-submitted CJA 21
Payment Request

Same as the process and procedures documented in Chapter 4 of this
document.
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